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FOREWORD 


Early in the State's history the need for homes 
for aged persons was met by philanthropic and religious groups 
who established institutions according to the principles and 
precepts of their individual organizations. These homes in- 
cluded persons who were given life ¢are and also those who 
required residence for only a limited period. Some were re- 
ceived on a pay basis, while others received free care. In 
later years other private institutions, which were profit 
earning, gradually came into use. Tiiese have developed 
throughout the State and offer facilities for nursing care 
on a temporary basis. 


It is essential that the Boards of Directors 
of the early establisied institutions and superintendents 
or managers of private institutions re-evaluate their goals 
and programs from time to time making sure that they are 
aware of changing needs. Unless such efforts are made, 
it is easy for an institution to become a world unto it- 
self, apart from outside interests and events. 


The Department realizes that consideration mst 
be given to the many factors which actuated the creation of 
each institution and for those now overating, and for those 
which may come into beings, submits these recomendations and 
requirements by which each institution may be evaluated for 
licensing or for renewal of license. The flexible use of 
such standards makes it possible to consider each institu- 
tion on an individual basis, the final determinant being 
whether or not the best interests of its charges are being 
served. 


To the other departments in our state whose juris- 
diction involves the needs of Aged Persons, and to profes- 
sional people who are likewise interested in their care, the 
Department expresses its appreciation for the advice and as- 
sistance given toward the compilation of these standards. 


The State Department of Social Welfare also 
tekes pleasure in paying tribute to those organizations, 
poards of directors and staff, who have cared for our 
pioneers and other venerable citizens these many years. 
For them can be repeated the words of the poets 


"Grow old along with me!- The best is yet to be, 
The last of life for which the first was made." 
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CHAPTER I. 


HISTORICAL DEVELOPMENT AND RESPONSIBILITY OF STATE 
DEPARTMENT OF SOCIAL WELFARE 


FOR LICENSING 


California's first recognition of the need for institutional care of 
aged persons became apparent early in the "Gold Rush Days of 1849", This period 
was characterized by the arrival of thousands of unattached men, many of whom 
were of middle age or older. The long and arduous journey, especially by way 
of Cape Horn or the Isthms, undermined the health of many and the problem of 
caring for the sick and infirm grew rapidly. The generous spirit of the West 
toward the helpless was manifested first by private philanthropy through the 
activities of benevolent and denominational groups and religious orders dedi- 
cated to charitable duties. Even in the booming, carefree, open handed fifties, 
private effort was called upon to provide shelter and care for those unable to 
support themselves, 


During this period a mumber of counties established County Hospitals 
and Farms which admitted various types of aged, needy and sick persons, some of 
whom were given only custodial care. By 1860 there were institutions of this 
type in six counties of Northern California. The State Legislature of that 
year, realizing this need, passed a measure empowering all county boards of 
supervisors to establish county "Infirmaries" for the "blind, lame, sick, old 
and decrepit," funds being raised from taxes on real and personal property. 


The next decade saw twice as many county institutions of this type 
established. Another few years saw the number trebled. During this period 
there also came into being many more institutions sponsored by various charit- 
able, benevolent, fraternal and sectarian organizations which were desirous of 
offering care to their own aged members or others in whom they had become inter- 
ested. Hence, the span from 1853-1830 saw the beginning of the larger and older 
philanthropic institutions for aged, now operating within our State, Meanwhile 
profit earning institutions operating as convalescent homes, etc., gave care to 
aged persons on a monthly basis. These institutions are different in organiza- 
tion and character of service and have increased greatly in numbers during the 
past few years. 


Up to 1925 no state department had jurisdiction over the administrae 
tive services or social supervision of these homes. That year the legislature 
amended Section 2337 of the Political Code (now Welfare and Institutions Code), 
which provided for the inspecting, licensing and supervising of boarding homes 
and institutions for children by the State Departmeat of Public (Social) Wele 
fare, to include the same service for homes and institutions for aged, but, it 
carried no additional appropriation. Other duties were also given to the Dew 
partment that year, and despite the limitations of staff, it was possible to do 
considerable preliminary work in the Homes for Aged pending further staff dew 
velopment and extension of progran, 


In 1939 a new chapter was added to the Welfare and Institutions Code, 
transferring from the Insurance Commissioner to the State Department of Social 
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Welfare, the responsibility for issuance of Garkppgeutes of Authority to in~ 
stitutions admitting aged persons for life care, 1) This service has afforded 
protection to persons who have purchased life care and has also served as a 
financial safeguard to public funds, as for example, should such an institution 
not be able to fulfill its contract the aged persons might become public depend~ 
ents. 


In the last few years, Federal, State and County programs of public 
assistance have been established to provide normal family surroundings whenever 
possible for the needy aged and blind. Those who are financially independent 
may prefer to use their savings to contract for life care, while others may find 
more satisfaction in making arrangements on a monthly basis. Nevertheless, with 
the increasing proportion of elderly persons in our population, it is believed 
that institutional care will be sought by many who desire the comfort, companion~ 
ship anc. security that only a well regulated institution can offer. 


(1) sections 2350~2360 Welfare and Institutions Code. Appendix pp. III-V, 


~- On 


CHAPTER II. 


INSTITUTIONS FOR AGED DEFINED 


The State Department of Social Welfare defines an aged person as 
one who has reached the age of 65 years or over. He is termed a guest when 
receiving board and care in an institution for aged. 


A private boarding home for aged is a residential family home which 
accepts for board and care from one to ten aged persons who are not relatives 
of the operator of the home, 


The State Department of Social Welfare defines an institution for 
aged as a home which accepts for board and care, eleven or more persons 65 
years of age or over. 


Non-profit institutions are those which care for any number of pere 
sons and which are sponsored and supported by organizations. These institu= 
tions are usually benevolent, charitable, fraternal or sectarian. 


A private profit-earning (commercial) institution is one which cares 
for eleven or more aged persons and is owned or maintained by one or more 
individuals who operate for pecuniary profit. 


The State Department of Social Welfare charges no fee for a license 
to operate; however, in some cities and counties a Business License fee is pay= 
able under the provisions of local ordinances. 


CHAPTSR III. 


ORGANIZATION AND ADMINISTRATION 


Persons planning to organize an institution for the care of the aged 
should first have approval of the project by the State Department of Social 
Welfere. In the initial presentation the purpose of the institution should 
be clearly set forth. . 


CONSTITUTION AND BY~LAWS 


Constitution and By-laws shall be established to set forth aims, 
practices and policies endorsed by the organization, in order to protect present 
and future programs. It is advisable that they be reviewed from time to time 
so that the institution may function as efficiently as possible. 


INCORPORATION 


Institutions of a benevolent, religious, or charitable nature should 
be incorporated as non~profit organizations under the laws of the State of 
California. Articles of Incorporation are filed with the Secretary of State 
in Sacramento. Organizations which are local units of out-of-state or national 
bodies particularly should be incorporated under the laws of California for 
purposes of local autonomy. This is important to insure protection for the 
individuals within the institution in order to fix respansibilities of liability, 
and to insure that the local board is free to act in accordance with the re- 
quirements of the state and the needs of the local community, thus preventing 
difficulties arising from remote control. 


GOVERNING BOARD 


The governing board is the legally constituted body which tue State 
Department of Social Welfare holés responsible for the financial support and 
general conduct of the institution. It should consist of at least five members 
(preferably seven or more), who represent the supoorting members of the organiza~ 
tion. The members of the Board should be men and women who can give sufficient 
time to keep themselves informed as to the activities and program of the Home. 
The majority should reside within the vicinity in which the institution is 
located so that they may attend meetings regularly and participate actively. 

They should be able to interpret the work of the organization to the public and 
should be informed as to procedures and practices in other related agencies. 


Board meetings must be held at least quarterly, but preferably once 
a month; notes should be kept on matters discussed and actions taken. 


The most important function of the Board is the appointing of a 
competent superintendent, through whose leadership the proposals of the organiza~ 
tion may be accomplished, The superintendent should interpret the institution 
in community welfare but should be guided by the board, which in turn, follows 
his leadership with confidence. 
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The superintendent should present a report in writing of the various 
services under his supervision so that the board may be informed of current de- 
velopments. 


It is advisable that the board seek affiliation with volunteer or 
junior groups to whom they may disseminate knowledge of the needs of the aged 
and.at the seme time interest young persons who may become "good potential 
material" for board members of the future, 


COMMITTEES 


There should be a sufficient nuntber of committees to carry out the 
responsibilities of the board. These should be actively functioning committees 
kept at full strength to carry the responsibilities for edmissions, finances, 
personnel, plant and publicity. These committees, together with the Board of 
Directors, should constitute the group which assumes leadership for social 
planning and direction of the policies and procedures of the Home. 


CHAPTER IV. 


FINANCES 


FINANCIAL STRUCTURE 


The financial structure of the organization is the direct responsi- 
bility of the Board and should be sufficiently sound to enable a full realiza- 
tion of the intended program, This requires representation on the Board of 
Directors of persons who have had sufficient business experience to properly 
supervise such a program and who will assume responsibility for the raising of 
funds, supervision of investments, drafting of the budget, and passing upon ex- 
penditures. The Chairman of the Finance Committee may well be the Treasurer of 
the Board of Directors. Fidelity bonds should be required from the Treasurer 
and of employees handling funds. 


THE BUDGET 


The Superintendent or person in charge should prepare, annually, an 
itemized budget prior to the beginning of the year and submit this budget to 
the Finance Committee. Upon approval it should be submitted to the governing 
board for adoption. If changes are later found necessary, the same procedure 
should be followed. 


SOURCES OF INCOME 


The ordinary sources of income of aged institutions include contribu-e 
tions from Community Chest funds, individuals, churches, lodges or other regular 
funding organizations; support contributions for care by the month paid by the 
aged guests or relatives; pro rata share of the lump sum payments made for life 
care; interest on invested funds, legacies an@ endowments; and the value of 
donations, food or otherwise. A benevolent institution should not have to de~ 
pend entirely for its support ypon the payments made by the guests. Some en~ 
dowed institutions have found it difficult to interest the public in their ies 
support or in new construction because of the impression that they are receiving 
sufficient income through their endowments, It is, therefore, important that the 
interest of the community be kept alive and that, at least, a part of its sup- 
port come from local citizens, A substantial endowment, plus contributions, are 
essential for support. 


FINANCIAL CONTROL 


Payments, other than those for salaries and petty cash, should when~ 
ever possible, be made by check, payable to "order", Even though the amount 
may be small, this method of payment will prove simpler, as well as safer, than 
payments by cash. Claims for payment should be passed upon by some responsible 
person or committee. Great care should be exercised in accountings for the re=~ 
ceipts of all remittances. There should be retained in the office files a 
serially numbered carbon receipt for all cash received which should be deposited 
in the bank, There should also be in the files a carbon duplicate deposit slip 
showing amounts deposited in the bank each day. Whenever practicable, it is 
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. SECTIONS 2350 TO 2360 
INCLUSIVE OF THIS EXTRACT 
REVISES PAGE 8, AND PAGES 
3, 4 & 5 OF THE APPENDIX. 


LAWS RELATING TO THE DEPARTMENT OF 
SOCIAL WELFARE 


(Calif, Stats. 1937: 1095, ch. 369; effective May 25, 1937, and 
N id. 1939 : 1828, ch. 475; effective September 19, 1939) 
(Extract from Welfare and Institutions Code) 


DIVISION III. AGED PERSONS 


CHAPTER 2. INSTITUTIONS AND BoarpING HOMES FOR 
AGED PERSONS 


2300. No person, association, or corporation shall, without License or 
first having obtained a written license or permit therefor from ta 
the State Department of Social Welfare or from an inspection 
service approved or accredited by the department, maintain 
or conduct any institution, boarding home, or other place for 
the reception or care of aged persons, nor receive or care for any 
such person. 

2301. The State Department of Social Welfare shall make Rules, 
such rules and regulations as it deems best for the government eee 
of any institution or for the performance of any service speci- dexami- 
fied in Section 2300 of this code, and the department may, by 
a member or any duly authorized representative, inspect and 
examine any such institution, home, or place, or the perform- 


ance of any such service. 


2302. The State Department of Social Welfare may dele- Deleeation 
gate such of its authority as it deems best to an approved and’ ”" ies 
accredited inspection service. This service shall be either the 
health department of a county or other political subdivision 
which maintains at least one regularly licensed physician, or 
a qualified social service department, either of which has been 
approved in writing by the department. 


2303. A permit or license issued by the State Department ang 
of Social Welfare or by an approved and accredited inspection or license 
service shall expire twelve months from its date of issuance. 


2304. Application for renewal of a permit or license shall be application 
filed ten days prior to its expiration. If such application is re" 
not so filed, such license or permit is automatically canceled. 

2305. Permits or licenses may be revoked for cause after Revocation 
a hearing before the State Department of Social Welfare or an % permits 
approved and accredited inspection service. Written notice 
of the time and place of such hearing and of the charges made 
against the holder of the permit or license shall be duly served 
on him not less than ten days prior to the time fixed for such 
hearing. 
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2306. No license shall be transferred. Neither the location 
of any institution, boarding home, or other place. specified in 
Section 2300, nor the place of performance of any service speci- 
fied therein shall be changed without the written consent of the 
State Department of Social Welfare or of an approved and. 
accredited inspection service. - 


2307. Every holder of a permit or license shall maintain a 
register setting forth the following facts concerning each’ aged 
or infirm person received or cared for : 


(a) Name. 

(b) Last previous address. 

(ce) Age. - ‘ 

(d) Nearest of kin. 

(e) Mother’s maiden name. 

(f) The person responsible for his care and maintenance. 

(2) Such other data as the State Department of Social Wel- 
fare requires. 


2308. Upon the oceurrence of any death of an aged person 
or change in the administrative personnel of any such home, the 
holder of the license or permit shall, within forty-eight hours, 
vive written notice thereof to the State Department of Social 
Welfare or to the approved and accredited inspection service 
by which such license or permit was issued. 


2309. Any person, association, or corporation that main- 
tains, conducts, or, as manager or officer or in any other admin- 
istrative capacity, assists in maintaining or conducting any 
institution, boarding home, or other place, or performance of 
any service specified in Section 2300 of this code, without first 
having secured a license or permit therefor, in writing, or 
refuses to permit or interferes with the inspection authorized 
in Section 2301 of this code, is guilty of a misdemeanor. 


2310. The district attorney of every county shall, upon 
application by the State Department of Social Welfare or its 
authorized representatives, or by an approved and accredited 
inspection service, institute and conduct the prosecution of 
any action brought for the violation within his county of any 
of the provisions of this chapter. 


CHAPTER 3. SUPERVISION OF Lire CARE CONTRACTS 


Original Legislation effective September 19, 1939, Chapter 475 
Amendments of 1948 effective August 4, 1943, Chapter 924 


2350. Any organization or person maintaining a home for 
the aged may receive transfers of property conditioned upon 
his agreement to furnish life care or care for a period of more 
than one year to the transferor or. his nominee, when eranted a 
certificate of authority by the State Department of Social Wel- 
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paca! face 
fare; provided, such organization or person has received a writ- 


ten license or permit pursuant to Chapter 2 of this division. 
(Amended by Stats. 1948.) 


2350.5. Before issuing the certificate of authority, the State pe 
Department of Social Welfare may, if it deems it necessary to” 
safeguard the interests of the aged in the State, require any 
applicant for a certificate to file with the department a bond 
executed by an admitted surety insurer, in an amount satisfac- 
tory to the department, conditioned that the principal will 
faithfully perform all obligations undertaken by him pursuant 
to the certificate of authority, to and for the use and benefit 
of all persons who may be injured or aggrieved by the failure 
of the principal to perform any such obligation, and any person 
so injured or aggrieved may bring suit on such bond, in his own 
name, without an assignment thereof. 

This section shall not apply to any charitable, religious, 
benevolent, fraternal, educational, or other nonprofit organiza- 
tion or society maintaining a home for the aged. 

(Added by Stats. 1943.) 


2351. Upon granting the certificate of authority to receive Reserves 
transfers of property, the State Department of Social Welfare 
shall require the organization or person to establish and main- 
tain reserves in an amount not less than the amount necessary 
as reserves for the agreements of the organization or person in 
accordance with the standard of valuation based upon McClin- 
tock’s table of mortality among annuitants, with interest 
assumption at 24 per cent per annum.~ Failure to maintain 
reserves as provided in this section shall be deemed a breach of 
any agreement to furnish life care or care for a period of more 
than one year as provided in Section 2350. 


rage a 13. 7] ‘ Assets 
The reserves shall consist only of the following: emiteed 
(a) Cash, which shall include: ee 
(1) Cash on hand; ae 


(2) Deposits in demand and term savings accounts with 
banks which are members of the Federal Deposit Insurance 
Corporation, to the extent that such deposits are insured by 
such corporation ; 


(3) Investments in certificates issued by building and loan 
associations which are members of the Federal Savings and 
Loan Insurance Corporation, to the extent that such certificates 
are insured by such corporation. 


(b) Securities of which 75-per cent shall be such as are per- 
mitted for the investment of funds of savings banks of Cali- 
fornia. Of the remaining 25 per cent of securities, 10 per cent 
may consist of preferred stocks and 15 per cent may consist of 
common stocks. Said stocks shall be limited to corporations 
which have an uninterrupted dividend record of at least 10 
years and must be of a high investment grade. The stocks shall 
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be subject to the approval of the Department of Insurance and 
upon the request of the Department of Insurance any stocks to 
which it objects shall be eliminated from the required reserve. 

(c) Real estate, or equities therein, owned by the organiza- 
tion or person, to the extent of 60 per cent of the net value 
thereof, as appraised by two appraisers approved by the State 
Department of Social Welfare. 

(d) Furniture and equipment as needed for the operation of 
the institution to the extent of 50 per cent of the net value 
thereof as appraised by two appraisers approved by the State 
Department of Social Welfare. 

(Amended by Stats. 1943.) 


2352. The State Department of Social Welfare may require 
the filing with the department of a copy of any agreement 
entered into between the certificate holder and the transferor, 
by every organization holding a certificate of authority to 
receive transfers under this chapter. 


2353. The agreement must show: 


(a) The value of the property transferred ; 


(b) The amount of care agreed to be furnished to the trans- 
feror or his nominee ; 


(ce) The manner in which the care is to be furnished. 
(Amended by Stats. 1943.) 


2353.1. If the agreement permits dismissal or discharge of 
the aged person from the home prior to the expiration of the 
agreement, with or without cause, an amount equal to the dif- 
ference between the amount paid in and the amount used for 
the care of the aged person during the time he remains in the 
institution, based upon the per capita cost to the institution, 
shall be refunded to the transferor ; however, in cases where a 
consideration greater than the minimum charge has been paid 
for accommodations above standard, a sum equal to the differ- 
ence between the amount paid in and the ratio of the amount 
paid to the minimum consideration for standard accommoda- 
tions times the current per capita cost to the institution applied 
to the period the aged person remained in the institution shall 
be refunded to the transferor. If the per capita cost to the 
institution during the period can not be established otherwise, 
the cost during the period shall be deemed to be the cost at the 
time of the dismissal or discharge. 

(Added by Stats. 1943.) 


2353.2. Whenever action is brought by or on behalf of an 
aged person against any organization or person maintaining a 
home for the aged for breach of an agreement to furnish life 
care or care for more than one year to the aged person, the plain- 
iiff may, at the time of issuing the summons, or at any time 
afterward, have the property of the defendant, in an amount not 
to exceed the amount paid in or the value of the property trans- 
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ferred to the defendant at the time of the transfer, attached as 
security for the satisfaction of any judgment that may be recov- 
ered, unless the defendant gives security to pay such judgment, 
as provided in Chapter 4 of Title 7 of Part 2 of the Code of 
Civil Procedure. 

(Added by Stats. 1943.) 


2354. The State Department of Social Welfare shall, make Pesulations 
such rules and regulations as it deems best for the government 
of any institution or organization specified in Section 2350 in 
order that the rights of aged persons may be protected. The 
department may, by any member or any duly authorized repre- 
sentative, inspect and examine any such institution, home, or Inspection 
place, books and records of the performance of any service 
required pursuant to the agreement. 

2354.1. In lieu of making a detailed financial investigation, {'S ¢" 
the State Department of Social Welfare may accept an annual audits 
audit of the organization or person made by a certified public 
accountant. 

(Added by Stats. 19438.) 


2355. <A certificate of authority issued by the State Depart- Expiration 
ment of Social Welfare shall expire 12 months from its date of ange" 
issuance, and application for renewal of same shall be filed 10 cates 
days prior to its expiration. 

2356. Certificates of authority may be revoked for cause Revocation 
after a hearing before the State Social Welfare Board. Writ- aa 
ten notice of the time and place of such hearing and of the 
charges made against the holder of the certificate of authority 
shall be duly served on him not less than 10 days prior to the 
time fixed for such hearing. 


2357. For the failure of any organization or person to estab- Failure to 
lish and maintain reserves as provided in this chapter, the State and main- 
Department of Social Welfare shall, after due notice, revoke ae 
its certificate of authority. The department may request the 
Department of Insurance to aid in the determination as to 
whether or not sufficient reserves are established and main- 
tained. 

(Amended by Stats. 1943.) 


2358. No certificate of authority shall be transferred. Transfers 
Neither the terms of the agreement, nor the place of perform- 
ance specified in any agreement, shall be changed without the 
written consent of the State Department of Social Welfare. 


2359. Any person, association, or corporation that main- Failure to 
tains, enters into, or, as manager or officer or in any other certificates 
administrative capacity, assists in maintaining or entering into 
any agreement providing for transfer of property, conditioned 
upon an agreement to furnish life care to the transferor or his 
nominee, without first having secured a certificate of authority 


therefor in writing, or refuses to permit or interferes with the 
inspection authorized in this chapter, is guilty of a misdemeanor. 


Prosecutions 2360. The district attorney of every county shall, upon 
application by the State Department of Social Welfare-or its 
authorized representatives, institute and conduct the prosecu- 
tion of any action brought for the violation within his county of 
any of the provisions of this chapter. 
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desirable that the clerk who writes up the cash book should not be the one who 
receives the money, All exceptional transactions should be reported to ¢he 
governing board at their next meeting for approval or further instructions and 
the action taken entered on the minute books, Traveling expenses should be paid 
out of travel advances and should be accounted for by monthly expense accounts 
filed by each person who travels. Books and accounts should be audited at least 
annually by competent accountants, 


FINANCIAL RECORDS AND REPORTS 


The Department does not prescribe special forms for record keeping, Z 
but audits the accounts as maintsined by the institutions and suggests such 

changes as are deemed desirable, The income side of the Cash Book should clearly 
reflect every ordinary source of income, and the disbursement side should cone Q 
tain columnar headings for all ordinary expenses, Ps 


a 


The following headings are suggested: } 
Auditing Legal a 
Depreciation Magazines and Newspapers f 
Food Maintenance and Repairs fe 
Funerals Medical 
Gardening (not food producing) Miscellaneous 
Gifts to members Office Supplies and Expense 
Heat, Light, Water, Power Salaries and Wages ; 
Household Supplies ' Taxes e 
Insurance Telephone and Telegraph 
Laundry Scavenger Service f 

f 


PER CAPITA COSTS f 


Per capita cost of care should be determined in benevolent) fraternal, 
sectarian or other non-profit aged institutions in order that they May know the 
trend of their current financial operations, / 


Information on per capita cost is also important in the matter of dew 
termining eligibility of persons residing in the institution who Wight need to 
apply for public assistance should the ane tapes ton be of a type Un which Ola Age 
Security or Blind Aid could be paid by law, 1 Again, per capita (cost is a vital 
factor in determining the amount of reserves which must be mnaint/fained by an 
organization that enters into life care contracts for a conside ation. 


Auditors of the State Department of Social Welfare W1l determine per 
capita costs in institutions licensed by the Department, / 


DEPRECIATION OF FIXED ASSETS / 
Sa ae eg ete eee ee { 

The matter of depreciation of properties is import/ant and must be in- 
cluded in considering costs, The value of the use and oCCUbancy of the premises 
is a proper item in considering the value of care to the aged guests, Depreciay 


Welfare & Institutions Code, Div, III, Section 2160.5/ ana Division ¥, 
Section 3044,5, / 





ei 


a 









tion has been aptly defined as a shrinkage in value which, in the ordinary course 
of events, may be expected to take place as being a necessary consequence of the 
possession and use of the asset. In the determination of per capita costs in an 
institution, the value of the use of quarters, equipment, and furnishings must 

be taken into consideration ag of equal importance with cash expenditures for 
food, etc. Ordinary repairs should be charged to operating expense, in addition 
to the depreciation. Sad 


The rates used by the Anditers are determined by various factors. In- 
formation may be received from the State Department of Social Welfare upon request. 
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_ Effective Septenber 19, 1959, @ new chapter (Chapter 3) was added A 
the Welfare.and Institutions Oode transferring to the State Department of Social 
Welfare respotsibility to issue Certificates of Authority to organizations, per- 
mitting them to Peceive transfers of property conditioned upon their agreement 
-. Susuish life cares However, if any aged institution grants annuities payable 
gin cash instead of care except for the incidental expenses of guests) it is 
also necessary to obtain aX%ertificate of Authority from the California State 
Insurance Commissioner. 


GRVISION OF LIFE CARE COIR 















a. In order to recéive a Certthficate of Authority from the State Depart- 
Social Welfare, an organization must first be incorporated under the laws 


ment 9 
of Galfornia, and must hold a license to operate. If the organization is not 
whether or not the agency meets 


incorpom@ted, legal decision must be made as 
established and maintained 


the requi\rements of the law. Reserve funds mst 
ance with the standard of valuation based ut McClintock's Values of 
Certificates of Author 


Tey mot be 33% and the i itution's per capita cost. 





authorizéd by\the laws of California to conduct a general trust business, 
Auditors of thie State Department of Social Welfare are available for assist 


can setting up their reserves, 


AUDITS 


The bodks of all private institutions licensed by the State Department 
of Social Welfare are subject to examination by auditors émployed in that de- 


partment without x to the institution. 
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CHAPTZR V.- 


PERSONNEL AND EMPLOYMENT STANDARDS 


Inasmuch as the efficiency of the institution and the comfort of the 
residents depends largely upon the qualifications of the personnel, the careful 
selection of the various staff members is of great importance. Along with the 
particular qualifications necessary for the various services to be rendered, 
there are certain personal attributes which each should possess. These are? 
suitable age for the particular task to be performed, good health, pleasing 
personality, sense of humor, sympathy, knowledge and understanding of the ex= 
igencies of old age. It is important that staff members maintain a constant 
attitude of optimism when working with the aged. One often finds it too easy to 
become pessimistic and constant encouragement is imperative in the building up 
of their morale. 


The ratio of staff members to population is a variable factor depend- 
ing upon the adequacy and convenience of the facilities, as well as the age and 
physical condition of the guests. In order to assure all the necessary profes- 
sional and non-professional services incidental to maintenance, the staff should 
consist of a complement of qualified persons. In smaller homes, the responsi- 
bility of more than one position may be held by one person, or duties may be 
allocated in various ways. Volunteer services can be most helpful if the as- 
sistance given is integrated with, and supplements, the regular services offered. 


SUPERIVTEMDEMT 


There must be a paid executive whose specific responsibilities shall 
be the management and supervision of all operations of the home. This person 
should bes 


Qualified by education, training and experience in such fields 
as medicine, nursing or social work and if possible, should 
have had executive experience in institutional administration; 
Able to interpret to the Board of Directors recognized stan- 
dards for care and supervision of aged groups, and qualified 
to integrate the prozram of the institution with other social 
resources of the community; 


Able and willinc to delegate responsibility to persons best 
suited for the tasks assigned; 


Able to recognize and adopt good personnel practices. 


During the absence of the chief executive, there must be a person 
placed in charge who is capable of assuming his responsibilities. 


PROFESSIONAL STAFF 


It is essential that the Board of Directors provide for professional 
services which will be available at all times. These are to include medical, ; 
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psychiatric, dental, nursing and other professional servic .. This may be ar~ 
ranged in various ways. It is generally conceded that a Medical Director should 
be selected who will be responsible for the health services, He should assist 
the Board (or superintendent) in choosing a panel of specialists from which 
physicians may be called when their specific skill is required. The Medical 
Director might well serve as a Board member so that modern trends of physical 
care may be interpreted from time to time, 


Professional persons giving regular service should receive a monthly 
remuneration, Specialists may be compensated according to the services rendered, 
Persons chosen for these specialties must be qualified according to the recog~ 
nized standards of their various professions, 


Physicians 


The physicians must be licensed to practice medicine in the State 
of California and preferably should be chosen for their experience and interest 
in geriatrics (care of aged). 


Psychiatrist 


The psychiatrist should hold a license to practice medicine in Caliw 
fornia, His experience should consist of a hospital internship of at least 
one year and an additional year of internship in a mental hospital, plus two 
years clinical experience with adults, or its equivalent post graduate train~ 
ing. 


Dentist 

The dentist must be licensed to practice dentistry in the State of 
California, If possible, he should be one who has had experience with adults 
and who shows a special interest in the dental problems of elderly persons, 


Professional Graduate Nurses 





(1) Nurses must conform to the legal standards set in The Nurses Practice 
Act. 


Trained Attendants 





ehnes attendants must conform to the legal standards of the Trained 
Attendants Act. (2) 


Social Worker 


The social worker should be qualified by training in a recognized 
school of social work and have had experience, preferably in a family welfare 
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(1) Business and Professions Code, Div, II, Chapter 6, Appendix p. ix 
(2) ‘Business and Professions Code, Div. II, Chapter 10, Appendix p. * 
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agency. Training in psychiatric social work is particularly advantageous in 
understanding social problems of the aged. 


Nutritionist 


The nutritionist should be a graduate of a recognized school in nutri-. 
tion with training in dietetics, food planning, food service and per capita 
cost. She should be responsible for the planning of menus and be capable of 
carrying out recommendations for special diets. 


Teachers 


Teachers qualified to teach the blind to read raised types (Braille or 
Moon) may assist such incapacitated persons to pass many hours in an interest- 
inz manner. It is also suggested that the State Library be consulted in regard 
to their visiting teacher service for the blind. Several current magazines 
(such as Readers! Digest, Current Events, ete.) are now being issued in Braille 


type. 


Occupational Therapist 


If possible, the occupational therapist should be a graduate of a 
recognized school of occupational therapy. These teachets are qualifted to 
teach Arts and Handicraft and have received special training in the handling 
of sick, nervous and aged persons. 


NON-PROFESSIONAL STAFF 


Subsidiary Nursing Groups 


Aside from the above classifications of certified persons, much care 
is given by subsidiary groups who have received their experience from various 
sources. In this class there are many who have had training in hospitals or 
mursing courses for which they are not certified in this State, but who, de- 
cause of their liking for this type of work, are desirous of seeking employment 
in these homes. 


Matrons, Assistant Matrons and Aides 


Staff members chosen for the miscellaneous services of the Home should 
have qualifications necessary for their particular job assignment. These should 
include suitable age, good health, sobriety and an attitude of cooperation and 
patience with the aged, 


Should the nursing service be supervised by only one registered nurse, 
matrons or aides should be sufficiently equipped by background to understand and 
carry out the instructions given by the professional staff. 

Housekeepers 


me 


Housekeepers, maids and porters should have knowledge of the modern 
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methods of nousekeeping and cleanliness so that a good standard of sanitation 
is maintained at all times. 


Clerical Staff 


The clerical staff should have sufficient training to assure proper 
handling of accounting, business management and general routine secretarial 
services for the institution. 


Cook 


The cook mist be qualified hy knowledge of food values and culinary 
arts. In institutions where it is the duty of the cook to plan the meals, he 
(or she) should possess an understanding of special diets that may be prescribed 
by the attending ‘physician, 


MISOELLANSOUS STAPT 


Chief Engineer 


The chief engineer should be a man of suitable age and integrity since 
he is responsible for the operation of mechanical equipment. He should be re- 
lieved by a person of equal understanding so that at no time will the mechani-~ 
cal operations of the institution be unprotected. 


Laundry Workers 


Those institutions operating a laundry should meet the rules and regu~ 
lations of the California Industrial Welfare Comnission in relation to minimum 
wages and hours for women, The laundry staff should have the knowledge and 
ability to care adequately for the linen so that an ample supply will be avail- 
able at all times. The laundry should be equipned with modern machinery. 


Wat chnan 


Night watchmen should be reliable and in large institutions should 
make regular rounds with the standard watch clock, registering at designated 
stations. It is advisable for employees or residents returning late at nisht 
to report to the night watchman. 


Gardeners 


There should be sufficient staff to care for the flower and vegetable 
gardens and premises, keeping them attractive and in good order. These persons 
should encourage the aged either to assist or maintain some gardening projects 
of their own when an interest is indicated and their physical strength will 
permit. 
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EMPLOYMENT STANDARDS 
Salaries 
Sufficient compensation should be offered to attract efficient people 
and insure a minimum of personnel turnover. Salaries will vary according to 


local conditions, but the prevailing minimum wage scale for women should be fol- 
lowed. 


Vacations and Working Hours 


After one year's service, the staff should be granted a two weeks! 
vacation with pay. In addition, two hours a day free time and one week day off 
should be arranged for each staff member. 

Relief Staff 

There mst be an adequate number of persons to serve in relief capaci- 
ties so that the staff may depend upon regular and definite rest hours, days 
off and periodic vacations. Well chosen relief prevents the breaking down of 
the morale of the regular staff and thus avoids disturbances of the aged. 
Medical Examinations of Staff 

Applicants for positions should present written evidence of having 
had a recent medical examination. The report should show an adequate health 
clearance prior to acceptance by the Institution. 

Periodic physical examinations of staff (annually) are advisable. 

All employees handling food should have physical examinations when 
they enter service and periodically thereafter, They should also comply with 
local regulations regarding the handling of food, 


Sick Leave 


Consideration should be given to sick leave for employees who have 
served in the Home for six months or over. 


Insurance 


Employees should be covered by liability or group insurance. 
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CHAPTER VI. 


PLANT AND STRUCTURAL FEATURES 


PLANT 
LOCATION 


The site chosen mst meet all requirements of State or County or City 
ordinances as to zoning, fire protection, sanitation, water supply, sewage dis- 
posal, and so forth. The property should be in a desirable neighborhood and 

rovide good exposures on all sides. A site should be selected where the 
climatic conditions are known not to be subject to sudden changes. It should 
be easily accessible to churches, libraries, clubs, stores, motion pictures 
and other business and recreational facilities. Excessively busy streets should 
be avoided. Rural locations offer the advantages of space and scenic beauty; 
however, the remoteness has certain disadvantages as to transportation for both 
residents and staff unless this can be overcome by arrangement for adequate 
travel facilities. 


GROUNDS 


The grounds should be attractive with lawns, gardens and shade trees. 
Such features as covered verandas, summer houses, garden nooks, and sheltered 
areas, are desirable. Flowers and shrubbery add to the beauty of the home and 
to the interest of the residents and employees. 


BUILDINGS 


Buildings must conform to the regulations of the Uniform Building 
Code of Pacific Coast Building Officials Conference (latest edition). Bs- 
tablished institutions which do not meet present requirements should make altera- 
tions as rapidly as circumstances permit. 


No building should be used for school or institutional purposes unless 
the same shall 


(a) "comply with the requirements of the Males and Regulations 
of the State Fire Marshal with regard to means of egress 
therefrom; 


(b) "be maintained in such manner as to allow the occupants reason= 
able facilities to gain egress therefrom in time of fire}; 


(c) "be maintained in such manner as to reduce to a minimum the 
fire hazards inherent with the equipment and furnishings in 
connection therewith." 


If a fireproof building more than two stories in height is contem~ 
plated, elevators mst be installed, as aged persons may not be housed above the 


(1) Uniform Building Code, 1940. 





second floor without such service, In a nonefireproof building, only ambula~ 

tory aged may be housed on the second floor and no aged person may occupy the 

third floor. All tuwildings should have at least two means of egress from each 
floor, these to be separated by a safe distance. 


Building plans may vary as to type: Congregate ~ Unit ~ Cottage, or 
any combination of either or all, The number of residents who can be housed 
safely and comfortably should be determined bz the type of population and the 
standard and adequacy of equipment, It is generally accepted that the home 
which accommodates not more than 100 persons offers potentials for the maxi- 
mum in personal services and homelike comforts. Expansion beyond that nunber 
tends toward institutionalization and reginentation. 


It will be found that there are obvious advantages and disadvantages 
inherent in each type of building program, However, the ultimate choice should 
be based upon careful consideration of all the factors involved, particularly 
those relating to the specific needs of the group and the available funds for 
administration and operation, 


FIRE SAFETY REGULATIONS 


Fire protection must be given special consideration under all circum 
stances, Buildings must meet the requirements of all local fire ordinances as 
well as the regulations set by the State Fire Marshal. Adequate first aid fire 
protection should be installed in the form of fire extinguishers, hose and hose 
reels, Expert advice should be obtained on type and location of emergency fire 
equipment, This assistance can be rendered by the local fire chief, who should 
also be qualified to give advice and information on equipment for first aid, 


Buildings now in use for school or institutional purposes which do 
not comply with the Rules and Regulations of the State Fire Marshal with regard 
to means of egress therefrom shall be considered as embodying a life and fire 
hazard greater than normal and shall be treated in accordance with the degree 
of divergence from said requirements. The State Fire Marshal, may in connece 
tion with any such building, require fire separation, enclosures, or vertical or 
horizontal openings or passageways or such fire prevention, protection or alarm 
equipment, and such additional exit facilities as in his opinion are necessary, 
based on general requirements of his rmles and regulations, The need for 
emergency egress shall be based upon the construction and physical character 
istics of the building, the fire hazard of the contents, and the fire protection 
provided; and the physical and mental condition of the occupants. Exit facilities 
shall be designed for use under conditions of panic bearing in mind the likeli- 
hood that persons otherwise normal may behave irresponsibly in time of fire, 


PLANS 
Institutions for Aged giving consideration to expansion of facilities 
should discuss the proposed plan and program with an authorized representative 


of the State Department of Social Welfare prior to initiating construction, This 
frequently prevents making expenditures not approved later by State Departments. 


«15 


The State Department of Social Welfare by law has the ee peeneees? 
to pass upon plans as to ths social requirements of the occupants. 1) 


Plens shall be drawn upon substantial paper or cloth and the essential 
parts shall be drawn to a scale of not less then 1/8 inch to 1 foot, and be of 
sufficient clarity to show that the law will be complied with. The plans shall 
bear the name of the architect, structural engineer, or person resvonsible there- 
fore. Compliance with the Rules and Regulations of the Uniform Building Code of 
the Pacific Coast Euilding Official's Conference, Edition of 1940, concerning the 
construction shall be considered prima facie evidence of good practice. 


Plans must be submitted to the State Department of Social Welfare in 
triplicate. (One copy is submitted to the State Fire Marshal's office, one re- 
tained by the State Department of Social Welfare, and the third copy returned to 
the institution.) All three sets mst be stamped for approval by both the State 
Department of Social Welfare and the State Fire Marshal before the Board of Social 
Welfare tekes action. 


Should any questions arise relating to general fire safety, exit facili- 
ties, installation of equipment, etc., the State Fire Marshal's office shovld 
be contacted. For establishments erected north of the north line of Kern and 
San luis Obispo Counties, address 406 Montgomery Street, San Francisco. For es- 
tablishments south of the north line of the Kern and San Iuis Obispo Counties, 
address 1151 South Broadway, Los Angeles. 


PROTECTIVE STRUCTURAL FSATURES 


It has been found that older people vary from day to day in their 
ability to get about and attention is called to a number of protective struc~ 
tural features which are safeguards and may prevent accidents. 


Floors 


Floors wherever possible should be of concrete with cove bases through- 
out the building and should be treated or covered to mect the needs of each roon. 
Linoleum, rubber, tile, cork, wood mastic, or similar materials may be used in 
reception halls, dining rooms and stairways, and have proved to be satisfactory. 





(1) Law: Welfare and Institutions Code, State of California, 1939. Division I. 
Administration of Welfare and Institutions. Chapter I. State Devartment of 
Social Welfare, 

"121, All plans for the use of existing buildinzs or for new buildings, parts 
of buildings, or additions to or alterations in buildings, for any public in- 
stitution under the supervision of the department or for any St2te, city or 
county charitable institution (other than an institution under the jurisdic- 
tion of another State Department) or for any privately overated institution 
which receives State Aid for the care or support of its inmates shall, before 
their adoption, be submitted to the Department of Social Welfare for sugzes- 
tions and approval as to the social requirements of the occupants. (Added 
by Stats. 1937, Ch. 675.)" 
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A depression may be made in the concrete base for the carpet and lining, giving a 
smooth surface at the carpet's edge. 


Only large rugs should be used and these should be arranged so that 
they will not slip or curl at the edges. Slippery surfaces are dangerous and no 
wax with turpentine base should be used. 


Where there is a usable area under a floor, the floor should be of one 
hour fire resistive construction. 


Walls 


Wherever necessary, walls should be soundproof to shut out noise from 
other sections of the building. They should be of easily cleaned material and 
cheerful and light in color. Tiling should be used for a space of at least 
four feet above the cove base in kitchens, pantries, bathrooms and lavatories. 


Halls 


The halls mst be of sufficient width to enable the residents to move 
freely about the building and also wide enouzh for a wheel stretcher or wheel 
chair, If non-ambulatory persons are to be housed, halls should be wide enoug 
to allow removal of patients in their beds. The halls mst be well lighted and 
should be provided with outlets for vacuum cleaners, scrubbing or buffing machines. 


Doors 
All exits must open in the direction of exit traffic. 


Doors should be noiseless and easy to operate. Some should be wide 
enough to admit beds, wheel chairs and large pieces of furniture. Door locks 
should be such so that they may be unlocked from the outside as well as from 
the inside. Locks should be such that all may be unlocked by a single master 
key. The master key or additional room keys should be in the office and ac~ 
cessible at all times. Doors shall not open immediately on a flight of stairs 
but on a landing at least equal to the width of the door, 


Toilet and bathroom doors should open outwardly. Toilet doors should 
be of the stall or louver type. All room doors and those leading into corridors 
and into stairways should open in the direction of exit traffic. ‘Doors into 
corridors, interior doors, when of the swinging door type, would accomplish the 
purpose desired. Where swinging doors are not practicable, sliding doors ap» 
proved by the Housing Inspector may be permitted. Exits from rooms used for 
assemblies should be built with large doors equipped with pressure releasing 
hardware and opening in the direction of exit travel. 


Transoms in bedroom doors aid in ventilation and should be so constructed 


as to be easily manipulated by occupants in order to shut out light and. noise when 
desired. 
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In large institutions, all outside exits should be equipped with pres- 
sure releasing hardware. : 


Window Space 


Window space must be the equivalent of one-eighth of the total floor 
area of the room. It should be so planned as to eliminate glaring light and 
drafts. 


The windows should be so placed as to give an abundance of light and 
sunshine. Their construction ghovld be such as to prevent rattling when being 
opened or closed and should move easily so that the aged person can manipulate 
them with a minimum of effort. Weather stripping may be advisable in some areas. 


Ventilating devices should be so regulated as to protect the occupant 
of the room from strong drafts, and full length screens should be used the year 
around, Sills should be hich enough to permit aged persons to sit by the windows 
with safety. French doors should be avoided unless opening onto railed porches. 


Stairways and Ramps 


Stairways must be easily accessible from all rooms. There should be 
a minimum of steps leading into the building and where possible, ramps should 
‘replace stairs. Both stairs and ramps should be gradual in slope and have hand 
rails or banisters on each side. Hand rails should return to the wall at both 
ends. Where non-ambulatory persons are housed, at least one ramp wide enough 
to accommodate a bed should lead directly to the ground. 


Width of stairways or ramps should be sufficient to permit transporta- 
tion of furniture or movements of population without crowding. Steps should be 
broad with low risers and the surface material should be such as not to involve 
danger of slipping. Proper lighting will also reduce the danger of accidents. 
Service stairways should be well lighted when at the rear of halls and should 
have an electric switch device at the top of the stairs. 


Ramps shall comply with all the requirements for stairways as to con- 
struction, width, enclosures, landing, lighting and ventilation. They should be 
surfaced with an approved non-slip material when the slope exceeds one inch in ten. 


Elevators 


Elevators are a great convenience to older persons in any institution 
over one story and are required where aged are housed above the second floor. 
Buildings of more than two stories must be equipped with two elevators so that 
one may always be kept in service, and also for rapid clearance of the building 
in case of emergency. They should be large enough to carry a bed, wheel stretcher 
or wheel choir and their doors should be of proper width to permit entrance of 
these conveyances. There should be hand railings inside, automatic leveling and 
quiet automatic overation. 
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Vertical Openings 


All stairways, elevater shafts, laundry chutes and other vertical 
openings should be made of on@+hour fire resistive material. 
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CHAPTER VII. 


HOUSIVG FACILITIES AND SQUIPMENT 


ADMINISTRATIVE OFFICES 


The administrative offices should be located on the main floor of the 
building, near the entrance if possible, and should be arranged with space for 
private interviews and the efficient handling of the zeneral business of the 
institution. Quiet, segregated space should be provided for the bookkeeper and 
clerical staff, It is advantageous to have this section include space where the 
regular monthly meetings of the Board may be held. 


LIVING ROOMS AND LIBRARIES 





There must be at least one large living room, centrally located, yet 
remote enough from the daily routine activities to avoid the possibility of 
intrusion or distraction, In addition, there may be several smaller sitting 
rooms for men or women, or both, when desired. Living rooms should be comfort- 
ably and attractively furnished with easy chairs, sofas, tables and other inci- 
dental furnishings and shovld also be well heated and lishted according to the 
needs of the residents. Wall decorations, flowers and plants contribute a home- 
like atmosphere, Current books, mazazines, newspapers, etc., should be available 
and suitable to the educational and cultural preferences of the various guests, 
Radios and musical instruments also add to the enjoyment and sociability of the 
home. Fireplaces always add to the comfort and homelike appearance of a room, 


As the efficiency and contentment which prevails within institutions 
is frequently dependent uvon the morale of the staff, adequate provision should 
be made for their rest and recreation, especially as periods for relaxation and 
enjoyment may be irregular, Facilities for their pleasure as well as living 
rooms where callers may be received should be provided. 


DINING ROOMS 


The dining rooms should be adequate in size and in relation to the 
population. They should be cheerful, well ventilated and with ceiling lights so 
spaced as to insure cqual distribution of light. The equipment and furnishings 
should be colorful and restful, with tables seating from four to eight. Tables 
for two may be provided for married couples. Separrte tables should be set for 
the residents who are having special diets, Chairs should be sturdy and well 
balanced. Those with arms, which assist the aged in rising, are desirable. 

Good linen, silverware, and attractive dishes are recommended, If substitutes 
are used for linens they should be pleasing in color and decoration. On well 
finished surfaces, doilies or attractive mats may be used. 


Tray service should be available when the residents are unable to go 
to the dining room. Occasional meals served in the private room add to the con- 
tentment and comfort of ths aged person, However, teals in the dining room 
should be encouraged since it affords social contact and normalcy. 
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There should be one or more staff dining rooms so that groups of em- 
ployees can be accommodated according to their classification. These should be 
properly lighted and ventilated and should also be suitable and inviting. They 
should be located far enough from the kitchen so that the staff may enjoy 
quietude. 


Fo oO SERVICE 


Since the bezinning of time, food has remained the chief substance 
by which man has kept nourished and sustained. To this day, it has not lost its 
significance and therefore requires important consideration, especially, in 
institutional life. Aged persons, having lost many of their previous daily 
interests, are prone to look forward to the meal hour with mach enticipation. 
A pleasant meal is more than just sustenance, if it incites expectancy and enjoy- 
ment and consequently, it is essentiel that attention be given to the proper 
planning of the culinary quarters amd its equipment. 


KITCHEN 


The kitchen should be located, if possible, on the same floor as 
and adjacent to the main dining room. Floors should be concrete or wood, covered 
with linoleum. They should be non-absorbent, non-slippery, and easily cleaned. 
More efficient service is possible if the dining room and kitchen are adjacent. 
If, however, the dining room is located on another floor level from the kitchen, 
provision mst be made for conveying the prepared food and for keeping it at the 
proper temperature until served, The kitchen area should be approximately one- 
fourth to one-third as large as the dining room area. Usually the dining room 
allows fifteen square feet per person in the dining room and a corresvonding three 
to four square feet in the kitchen. The kitchen should have én outside entrance 
easily available to the store room, with an entrance door wide enough to deliver 
large packages of supplies. 


The kitchen is usually divided into units and the equipment so planned 
and spaced as to form definite working areas. These units include the cooking 
unit, the baking or pastry unit, the vegetable preparation unit, salad unit, dish- 
washing unit, and serving unit, There shovld be a hood over the range with a 
fan to carry out the food odors and all cooking equipment should be grouped 
under one hood, The kitchen range is the most important piece of large equip- 
ment in the kitchen and should be set on a fireproof base of concrete or tile. 

Minimum equipment in a kitchen serving fifty would include: 

1, <A four-burner range with one or two ovens 
2. Hotwater heater 


3, A ventilating machine 


4. A two compartment pot and pan sink with a splash back and drain boards 
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5. A work table and work stool for the cook 
6. A baker's table with utensil racks and bins for both cook and baker 


7. An electric mixer complete with bowls, beaters, and whips 
A twenty-quart size is adequate for fifty. 


8. <A vegetable peeler, if possible 


9. Bins for the flour for the baker may not need to be in the table 
wut can be clean garbage pails on rolling platforms. 


10. Bakers! scales - 25 pound by ounces 


ll. The salad unit should contain a one compartment sink with counter 
space sufficient to set up salads. 


12. A dish washing machine, if possible, If not, a two-compartment sink 
with a space for soiled dishes and a space for clean dishes. 


13. The vegetable preparation corner should include a sink with a splash- 
back with the vegetable peeler adjacent, if the peeler is part of the 
equipment. 


14, Miscellaneous cooking utensils - preferably of aluminum. 


SERVING PANTRY 





The equipment of serving pantries may vary according to the population, 
but such space is necessary for the preparation of trays and also the care of 
beverazes. This pantry often provides space for table dishes and cutlery. 


REFRIGERATION 


There must be ample provision for the storage of meat, fruits, milk, 
vegetables and other perishable foods. Separate refrizerator compartments 
should be provided for meat and for dairy products. 


Separate mechanical refrigeration units are generally considered 
preferable to a central system unless the institution is quite large. In addi- 
tion, an ice room or insulated box for storage of blocks of ice is desirable in 
order to give a sufficient supply of ice for kitchen and infirmary use. 


The refrigerator unit should be adjacent to the kitchen but not neces- 
sarily in the kitchen. he net storage capacity for an institution serving fifty 
would be approximately 90 cubic feet in size. 


If the institution has an ice machine or a compressor, ice can be made 
with the machine. 
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STORE ROOM 


The store room should be adjacent to the kitchen, convenient to the 
outside entrance and easily accessible from all points in the kitchen. The 
amount of space for storage is dependent upon the number served and the amount 
of large quantity buying done by the institution. 


PROTECTION OF FOODS 


All types of food, whether kept in refrigerators, ice boxes, coolers, 
pantries, or store rooms, should be properly protected from flies, insects or 
rodents. These spaces should have smooth surfaces with a hard.finish to facili- 
tate cleanliness. Walls should be of a hard finish and protected by paint, oil 
or an equivalent. 


Cooking utensils should be clean, and defective, old or worn utensils 
should not be used. Table ware (knives, forks and spoons) should be clean and 
no rusty or worn cutlery should be used. Chipped or cracked dishes are both un- 
sanitary and unsightly. 


Provision for cleaning utensils should be adequate. Two compartment 
sinks constructed of enamel or other suitable material, are desirable. Dish~ 
washing machines should be kept immaculate and in good working order. 


BAKERIES 


Institutions having their own et must meet the sanitary require- 
ments of the California Sanitary Bakery Law. 1) 


MILK 


Milk must be prepared. er purchased, or handled in accordance with the 
California State Milk Law. e 


FOOD HANDLING 
Persons handling foods should wear clean apparel and give special 


care to the cleanliness of their hands. Street clothes should not be worn or 
changed in rooms where food is handled. 


The rest room for kitchen employees should be comfortable and mst 
have separate toilets and separate wash bowls, with towels and SOAP. 


GARBAGE ARZA AID DISPOSAL 


It is preferable to have the garbage area separate from the kitchen. 
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(1) California Sanitary Bakery Law - State Board of Health, Chap. 701-Sec. 7. 
( Approved April 31, 1921. 
2) California Milk Law. 
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It should be accessible to very hot water or steam in order to cleanse the 
garbage cans, Cement floors or walls are desirable as they can be washed. There 
should be racks for the cans to be placed on for air and sunshine, 


"All garbage containers should be made of heavy galvanized iron and 
should be free from holes, The lid should be of the same material fitting over 
the outside of the can, with the rim extending down at least for three inches, 
An eapertery qpennee can is the most important source of rat food outside of 
buildings, "\+ 


Incinerators of an approved type with spark arrestors should be in- 
stalled on the premises for disposal of trash or waste not otherwise collected, 
which should be burned on an open dump wherein it may not create a fire hazard 
or nuisance, Other such material, not burned, must be buried with a two-foot 
covering of dry earth. 


SLEEPING ROOMS 


Single rooms are preferable and should be so arranged as to provide 
adequate space for comfort, cleanliness and quietude, They should be large 
enough to contain a bed, dresser, comfortable chair, small table and other neges= 
sary furnishings without crowding, 


Sleeping rooms should have good cross ventilation and not less than 
500 feet of nee space for each person, Every room should have at least one 
outside window, 2) A window opening on an enclosed proch is not considered an 
outside window. Sleeping rooms should be conveniently located near the solariums 
and porches in order that the resident may spend time in the air and sunshine and 
be with other guests, 


In institutions where the residents have private rooms, many are cared 
for when ill in their own rooms and are seldom removed to the infirmary section 
unless considerable nursing care is required, 


Dormitories or wards are not considered as desirable as single rooms, 
although, in the majority of institutions for aged where the enrollment is large, 
sleeping space is often arranged in this manner. It has been found that small 
dormitories make for better contentment and provide opportunity for segregation of 
ages and types. Rooms, accommodating three or four persons, appear to provide the 
most comfortable arrangement. Beds must be at least three feet apart and each 
dormitory should allow 50 square feet per person. 


Married couples should receive special consideration and arrangements 
should be made for them to have a large single room or a suite, The latter often 
makes it possible to use one room as a sitting room and also provides segregation 
should one of them become ill, 


are ee Rt 
(1) Destruction of Rats and Ground Squirrels (Special Bulletin No, 23-1928) 
(2) Health and Safety Code, Section 16223, 1939. 
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EMPLOYEES! SLEEPING ROOMS 


Single rooms near bath, lavatory and toilet facilities should be pro- 
vided for the employees. These should be of adequate size and comfort to insure 
rest. They should be furnished with a comfortable bed, easy chair, rug, table, 
reading lamp, and so forth, and should serve as an inviting vlace where the em 
ployee may enjoy his hours away from the day's work. 


BEDROOM FURNISHINGS 


The residents! individual rooms should be as attractive as »ossible 
and opoortunity should be given the guest to individualize his quarters, since 
he may live in his room for many years. There are institutions which permit 
elderly guests to bring with them some of their own furnishings or personal pos 
sessions to which they are closely attached. This practice may present complica= 
tions demanding tactful handling; however, it is to be remembered that those 
persons sensitive to their surroundings may be made more contented if allowed 
such privileges. 


Beds must be of a type easily kept clean and should be equivped with 
good springs, clean comfortable mattresses, light-weight, warm bedding and 
rubber sheeting when necessary. Linens should be changed at least once a week 
and more often when necessary. 


BaTH, LaVATORY AND TOILET FACILITIES 


There must be a sufficient number of bathrooms and toilets conveniently 
located throughout the institution to properly serve the residents and steff. 


Bath Tubs 


Bath tubs shovld be of medium size with roll rims and a grab bar on 
the wall within the reach of the bather. A rubber mat in the tub and on the floor 
tends to reduce the danger of slipping. Stall showers with side sprays are also 
advisable since there are aged versons who are not able to get in and out of tubs 
with eases Bath facilities should be provided at a ratio of one to twenty per- 
sons since the type of baths given in such an institution varies according to 
the individual physical condition of the resident, 


Lavatories and Toilets 


If there is not a wash basin or toilet for each bedroom, there should 
be a sufficient number placed in the adjacent lavatories to meet the needs. 
The ratio of one to eight wash basins would provide greater convenience, 


Toilets may be installed either in separate rooms or in cubicles. 
One or more wash basins should be included. There should be at least one toilet 
for each seven persons. If urinals are installed the ratio of one to twenty is 
acceptable. 
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Additional totlet rooms and wash basins should be provided on the 
premises for the convenience of visitors. 


Employees should have their own toiléts and bath facilities, readily 
accessible to their rooms, They should also have their own toilets in the main 
part of the institution. 


The State Housing Act strictly forbids the construction or use of a 
toilet opening into a room in which food is cooked or stored. 


Closets 


All bedrooms should have closet space with ample shelves, clothes 
racks, and shoe shelves within easy reach. All closets should have provision 
for ventilation and lighting. Hardware on closet doors should ve of a type to 
prevent persons from being locked in, which is a safeguard for aged persons. 


There should be a porter's closet on each floor for the storage of 
house cleaning equipment. It should contain a hopper and hot and cold water. 
Due to the usual type of contents in closets guch as these, special attention 
should be given to good ventilation. 


Storage closets must be provided for household supplies, crockery, 
furniture, extra clothing, and so forth. In order that guests may have easy 
access to their trunks, storage should be readily accessible. 


Sewing Rooms 


There should be sewing rooms for the needs of the residents as well 
as the employees. Equipment such as sewing machines, cutting tables, shelves 
and storage space, long mirror, etc. should be included. 


Work Room 

Somewhere on the premises there should be provided a suitable work 
room for the janitor, carpenter or handyman where he may repair furniture or 
handle other odd tasks which are necessary for the upkeep of the home. 


Care of Paints 


Since paints and varnishes are frequently fire hazards, space 
selected for this room should be isolated from the quarters in which the resi- 
dents are housed. 


STANDARD BQUIPMENT 
HEATING 
All sections of the buildings should be adequately heated in order to 


maintain a temperature required for the comfort of elderly people. A central, 
modern heat distributing system can be easily and safely operated. If steam 
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radiators are provided, the two pipe vacuum return line system will be found 
more satisfactory as it provides for a better distribution and control of heat. 


Stoves and portable heaters are not generally desirable; however, 
where such are in use and no other systém is available, they mst be approved 
and regulated by the loeal fire inspector pending the installation of a more 
modern system. Fireplaces add a cheerful note to large living rooms, libraries, 
and similar rooms, but mist have metal screens, 


Fuel storage is regulated by fire and housing ordinances, 


Boiler Capacity 


The boiler capacity should de such as to assure an ample supply of 
hot water at all times, 


LIGHTING 


Electric lizhting should be carefully planned since adequate and con 
veniently placed lishts add to the comfort of those who spend their leisure hours 
in reading or other quiet pursuits, Where direct lishting is used, it may be 
either overhead, side wall, o® Both. The octunant should be able to reach the 
light switch easily from his bed or chair, Where indirect lighting is used, it 
should be supplemented by side brackets and reading lamps, 


Halls and infirmaries should have night lights near the floor and exit 
lights to conform with State and loeal regulations, 


SPECIAL ELECTRIC EQUIPMENT 


A 


All electric installations should be made in accordance with local 
rules or ordinances, or with the provisions of the National Electric Code of 
the National Board of Fire Underwriters. Convenient electrical outlets should 
be provided in halls, beside beds, and in various locations throughout the 
building where necessary. 


Radio Connections 


Wherever possible each bedroom and public room should be provided with 
radio connections, 


Electric Clocks 


Electric clocks showld be located in proper places for the conveni~ 
ence of the guests, 


Signal System 


The signal systen mist be complete with call bells or lights for use 
from bedrooms, bathrooms and infirmary, usually at the head of the bed, so that 
the night nurse may answer the calls, 
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Telephone System 


The telephone system mist be adequate for the institution and should 
have extensions reaching all service departments. Pay stations should be cone 
veniently placed for the use of residents, guests and employees. 

Standard Watch Clocks 


A watch clock for the night watchman is recommended. This service, 
properly installed, effects reductions in insurance rates, 


DRINKING FOUNTAINS 


Drinking fountains shovld be »laced on each floor and outside the 
building wherever the residents may take their recreation, 
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CHAPTER VIII. 


SANITATION 


All institutions mst comply with the General Health Laws of California 
as they affect the plant and program of the institution, 1) In cities and counties 
there may be other local regulations prescribed by Ordinances to which the in- 
stitution must conform. : 


WATER 


‘(3 adequate water supply of sanitary quality mist be available at 

all times. 2) Rural institutions maintaining their own water supply should have 
periodical supervision by means of the health department of the county in which 
the institution is located. 


SEWAGE DISPOSAL 


Procedures as to sewage disposal mist meet oh pene of the 
State, County and/or City Departments of Public Health. 3 


VENTILATION 


Proper ventilation should be maintained, keeping in mind that drafts 
and sudden temperature changes are unsafe, as well as uncomfortable, for elderly 
persons. 


Should an artificial ventilating system be installed, it must meet 
the specifications of Chapter 13, Section 1305, of the Uniform Buildin Code. 


HOUSHABEPING 


Housekeeping mst meet acceptable standards of cleanliness and order- 
liness. There should be regular airing of rooms, periodic cleaning and every 
effort made to prevent and eliminate offensive odors. 


LAUNDRIES 


A separate building or space in the basement should be equippned with 
modern machinery for the laundering of household linens, residents! and employees! 
clothing, Electrical outlets for washing and drving equipment should be installed. 
Long tables for folding should be available, Adjacent to the laundry should be 
a sorting room provided with compartments for each resident or department. 


A laundry room should also be provided for the use of the residents, 
should they desire to launder some of their personal clothing. In larger in- 
stitutions it is preferable to have one on each floor, equipped with shallow 





1) State Department of Public Health, General Health Laws. 
tate Department of Public Health, Food Sanitation Act, 1941. 


( 
(2) 
(3) State Department of Public Health, Rural Sanitation, Bull. #56, June 1931. 


tubs, ironing boards, automatic irons with signal light and metal plates on 


which to rest the iron. Similar provision may be made for the personal use of 
the employees in a location easily accessible to their quarters. 


Smaller institutions may prefer to send out part or all of their wor 


to a commercial laundry. However, at all times there mst be a sufficient s‘up~ 
ply of blankets and clean table and bed linen in order to meet emergencies. 
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CHAPTER IX. 


NUTRITION 


NUTRITIONAL NSEDS OF THE AGED 


The difference between the nutritional needs of aged persons and 
younger, more active adults is primarily quantitative, Since the chief funce 
tions of food are to supply energy to the body, promote growth, and repair 
tissue, it is understandable that the food needs of the aged will diminish some~ 
what. This natural decrease may not, however, be governed so much by the 
person's years as by his degree of activity. An energetic old gentleman of 
eighty who spends his mornings gardening can eat more heartily than the man of 
sixty who is accustomed to sitting most of the day. 


The supply of minerals and vitamins essential for body repair, replace- 
ment of tissues, and for resistance to infection and disease, should be main- 
tained. However, the food sources of the minerals and vitamins may need ad- 
justment in a diet for the aged, to softer, more easily digestible foods. 

Milk and soft~cooked eggs may replace steaks; strained, stewed fruits may re- 
place raw, acid fruits. The reduction in the portion of food consumed will be 
in energy producing foods, such as meat, sugars, and breads. Over-eating of 
these foods is responsible for many of the discomforts and dietary diseases 
familiar to the aged. 


THE DAILY DIET 


The aged diet is essentially simple since a natural slowing up of 
body processes lessens the ability to assimilate larger quantities of rich or 
heavy food. The absence of teeth or dependence on dentures also present a 
practical problem requiring soft-cooked, simple foods; hence, ample time should 
be alloted for each meal. 


In general, a satisfactory diet for the aged may include the follow 
ing daily portions: 


MILK: One pint to one auart. 
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GGSs At least one every other day, plus some used in cooking. 
TOMATO OR CITRUS FRUIT JUICE: One serving. 
OTHER FRUITS: One serving of soft fresh, or stewed fruit. 


VEGETABLES: Two or more servings--one of potatoes, and preferably two of 
other vezetables. 


MEAT OR FISH: One small serving. 
CEREAL: One serving, 


BREAD: In moderation at every meal--pnreferably whole wheat variety. 


SWEETS AND FATS: In moderate amount. Fried foods and rich pastries should 
be avoided. 


The heaviest meal of the day should be served at noon. A cup of 
broth, tea, or other hot drink in the later afternoon often lessens fatime 
and will undoubtedly be appreciated. Likewise, a hot beverage before retiring 
often assists the aged in combating insomnia. 


PREPARATIONS OF FOOD FOR THES AGED 


The absence of teeth, or the dependence on dentures by the aged re- 
quires that their foods shouid be prepared with the problem of mastication in 
mind. Meats must be tender, well cut vp, finely scraped, or minced. Cereals 
and other starch foods should be well-cooked. Vegetables should be thoroushly 
cooked and may be put through a sieve’ and served as puree or soup. Raw vegeta- 
bles should be served only in limited quantity and minced or grated. Fruit 
juices are desirable. Some fruits should be stewec. Only soft well~ripened 
raw fruits should be offered. The banana, available the year around, is excel- 
lent and well-~liked. 


Simple cooking is best, avoiding excessive use of fats and seasonings. 
Creamed dishes and souffles are desirable. Eggs should not be fried, but soft- 
boiled, poached, coddled, or scrambled. Desserts should be in the form of 
simple milk puddings, gelatins, custards, or plain cakes. Beverages, in ad~ 
dition to tea and coffee—-which sre satisfactory in moderation--may include 
hot milk, malted milk, weak cocoa, or bouillon. Carefully prepared soups are 
a splendid source of needed nourishment and are appealing to the appetite as 
well, 


In general, hot or warm foods are welcome since the slowing circu- 
lation frequently causes a chilly discomfort. 


SERVING FOOD TO THE AGH 


It is important that those persons in charze of food service and 
dining room have an understanding of the problems which accompany feeding aged. 
Many suffer from undernutrition through a certain perverseness of appetite--— 
such as those who would subsist on tea and toast. Others limit their selec= 
tions of food because of faulty advice or inherent fear of certain foods, and 
many consistently overeat. The idiosyncrasies of the aged mist receive the 
tactful consiceration of the staff, who, at the same time, will encourage steps 
toward acceptance of a more nutritious diet. 


The chief way to accomplish this is in good cooking and attractive 
service of the proper foods. Since most institutions mist economize, it is 
particularly important that the inexpensive foods be tastily prepared. The 
dining room should be as attractive as possible and the meal hour made a time 
to be anticipated by the elderly, both for pleasures of eating and sociability. 
If plate service is used, a sample plate should be made up with thousht to 
attractive arrangement before serving the meal. Garnishes are pleasing and 
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tempting to the appetite. One bright colored food may rescue a dull meal. For 
those who would overeat, small portions may look better on a large letiuce leaf, 


Menus should not be repeated so frequently that persons will know what 
is to be served on a given day. Small surprises in a menu give a lift to lagging 
appetites. Always the menus should be planned with the season, the temperature, 
and the tastes of the persons in mind. Racial and religious groups should re-~ 
ceive consideration for their food preferences. 


SPECIAL DIETS 


Certain diseases will require special food and food preparation. All 
special diets should be under the direction of a physician. 


CEAPTER X. 


MEDICAL SERVICES 


It is now recognized that geriatrics (the care of aging mankind) is 
a branch of medical science which is considered as important in the span of 
life as pediatrics (the care of diseases of children) and is receiving more at- 
tention than ever before. The recognition of this science has offered great 
opportunities for investigation and has brought about some interesting results 
with the hope that through better care and understanding of older people more of 
the hazards and discomforts of old age may be reduced. There can be no more 
promising place in this field for carrying on such demonstration than in iIn~ 
stitutions for aged that have well established medical and nursing services. 


"Preventive medicine has made great strides in conquering diseases that 
originate outside the body-=the infectious diseases. However, in the diagnosis 
and treatment of the diseases that originate within the body~-the degenerative 
diseases==there are tremendous fields that remain to be explored. Most of the 
maladies that affect old people are degenerative diseases but it is important 
to realize that in this connection, because a disense occurs in an older man or 
woman, it is not inherently a disease of old age. Many of these eit i origi- 
nate early in life and manifest themselves only in the later decades, "\1 


These realizations of approaching physical infirmities are frequently 
the fundamental reasons for requests for entrance into an institution. How- 
ever, generally homes for aged do not accept persons seriously incapacitated 
nor the chronic sick, but rather those who are at least amoulatory, even though 
they may have some handicap. These physical needs require services which demand 
a wide range of special resources which mst be developed and made available so 
that no neglect can occur. Therefore, it becomes the duty of the Board of 
Directors of such a home to provide a well organized medical service and make 
‘sure that its resources are available at all times. This requires foresight and 
skilled leadership and advice should be sought from a panel of interested pro 
fessional persons who have had experience in this field and who are also interested 
in the success of the institution. 


Medical services in the past have often been given as a gratuity. 
Whenever possible they should be arranged on a gontractual routine basis. Pro- 
fessional persons on the regular staff, such as the visiting doctor, dentist, 
eye physician, etc., should be compensated monthly. Intermittent professional 
services may be procured by selected persons who are willing to call only when 
their specific skills are required and should be remunerated according to the 
amount of service given. The establishment of such a program may demand services 
at nearby hospitals, clinics, and other agencies. Although the means for select— 
ing the range of services may be varied and difficult to obtain, it is important 
that such be developed. 
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(1) "Physical Illnesses and Mental Attitudes of Old People" by Doctor Frederick 
D. Zeman, Attending Physician, The Home for Aged and Infirm Hebrews of 
New York, 
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MEDICAL PROGRAM 


Prior to admission there should be a careful routine medical examina~ 
tion of the applicant whereby information may be compiled regarding retrogres- 
sive changes which have taken place. At this time it should be determined 
whether or not the physical and mental condition of the person is such that he 
will adjust acceptably to the program of the home and the other guests, It is 
also at this period that it should be carefully determined whether or not the 
entrance to an institution is the best solution or whether or not some other 
plan would prove more beneficial, 


After a guest's admission, when illness occurs, it is the institution's 
responsibility to see that his medical and nursing needs are met. Some guests 
have their own physician and can pay for their personal medical services, but 
in general the obligation fer selection of a physician for the type of service 
necessary falls upon the institution. Therefore, it seems advisable that the 
board should select a medical director who would be responsible for the medical 
program, making routine visits and plans for individual care, 


The following are services listed as essential: 


1. Corplete physical examination of each guest prior to admission. Hach 
person should be thoroughly studied and his condition evaluated on 
its own merits. Psychiatric or psychometric examinations when in- 
dicated. 


2. Findings of all examinations recorded on a form devised for this 
purpose, 


3. Remedial defects corrected as soon as possible. 
4, Laboratory examinations for any diagnostic aid where indicated. 
5 Periodic physical examinations should be made and recorded. 


An individual medical file should be kept for each resident wherein a 
running record is maintained regarding his physical history and subsequent 
illnesses. 


LNPIL RH ART, SARE 


There is a wide range in the type and extent of hospital and infirmary 
care offered in institutions for aged. Those homes which have nany single rooms 
may also have space designated an@ equipped for infirmary service. As previously 
stated, in these, unless an aged person becomes too ill it is considered better 
practice to permit him to remain in his own room so that he may not become con~ 
fused or unhappy by removal, The fact that he may be moved to separate quarters 
creates anxiety and perhaps fear that he is gravely ill, Therefore, when pos» 
sible, his mental attitude should be considered and nursing care administered 
in his own roon. 


In the larger institutions special sections for hospital or infirmary 
care should be established either in a separate building or in the main building. 
These quarters should be adequate in size and in proportion to the enrollment. 
There shoule be light, sun and proper ventilation. However this is arranged, 
there should be provision for some single rooms, and always a room available for 
the very ill who may have no chance for recovery. Where possible it is best 
that no special room be selected lest it carry depressing associations to the 
patient. If wards are used, it is recommended that not more than four persons 
be accommodated and when possible it is advisable to have "built~in" cubicles for 
privacy and segregation. Where larger wards are already established, adjustable 
curtains around the bed should provide screening. These quarters should also 
provide such units as the doctor's office, minor surgery, dental room, physio- 
therapy department or laboratories (if such are maintained) and there shovld 
always be ample space for isolation in case of communicable diseases, 


There are Homes for Aged which are organized specifically for the care 
of the chronic sick and the incapacitated. These institutions require stan= 
dardized medical, nursing, and attendant care as they resemble more closely a 
hospital, They not only require the special constructural features for safety 
and convenience, but should be designed, particularly, for the sick, disabled and 
handicapped. These homes frequently include chronics of the younger age who re- 
quire much of the same scheme of treatment and care. Here it is well to re~ 
member that, wherever possible, rooms for these patients should have additional 
features which make their surroundings as near like a home as possible, for many 
must remain in those quarters for the remainder of their days. Occupational 
therapy, planned recreation, and as many other innovations as possible should 
be included. 


INFIRMARY EQUIPMENT 


Some larger institutions maintain well equipped surgeries, laboratories, 
facilities for orthopedic care including diathermy, X-Ray service, et cetera, 
The physiotherapy department should be equipped with all modern devices that can 
ve afforded. Diathermy gives mech comfort to aged cases who are the victims of 
joint illnesses. Laboratories should heve facilities for blood counts, smears, 
urinalysis and other such simple procedures for the use of the medical staff, 
X-Ray services are very useful in a home for aged and may be provided accord~ 
ing to the size of the institution. Portable X-Rays are sometimes furnished, 
but where many patients are cared for, fixed equipment is desirable. The X-Ray 
room should have dark shades and a nearby dark room for developing negatives. 
lence, compliance with fire prevontion regulations is mandatory 


The infirmary wards or rooms should be equipped with hospital beds, 
bedside tables, commodes with arms, et cetera. Electrical outlets shovld be in- 
stalled near each bed for reading lamps, heating pads, radios, et cetera, There 
mist be an ample supply of bedside and nursing equipment such as basins, pitchers, 
bedpans, urinals, rubber sheeting, hot water bottles, book rests, trays, and such 
other equipment as is required for care and comfort of sick or invalid guests. 


An autoclave sterilizer should be provided for dressings, etc.; also 
suitable containers for sterilization of instruments and other surgical equipment. 
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Sterilization facilities for bedside articles should be installed in a utility 
room to prevent transmission of infections. Bedpans and other toilet vessels 
should be kept painted or enameled to insure a sanitary condition. No bedpans 
or other toilet vessels should ever be carried through an infirmary kitchen, 
pantry or dining room, 


INFIRMARY DIET KITCHEN 


The infirmary should have an adjoining kitchen in which special 
diets may be prepared or where food may be received from the main kitchen and 
kept hot until served. It should contain a refrigerator and such necessary 
equipment as is required to provide for the dietary needs of the sick during 
the day and night. An ample supply of dishes and glassware, together with a 
warming oven for crockery used on the trays, is essential. 


INFIRMARY RECORDS 


A record file should be established wherein there is recorded the 
visits made by the various physicians and the name of the patient visited. These 
should also be noted on the individual patient's record as well as the one for 
the institution, 


There should be a physician's order book, giving the name of the 
patient, the medication, diet or treatment ordered, the date and the physi- 
cian's signature. : 


There should also be a narcotic book, in which is recorded the 
patient's name, date, name of the drug and dosage, time given and the name of 
the attending nurse. 


Nursing records giving temperature charts, bedside notes and doctor's 
orders should be kept for all acutely ill cases. 


Reports of slight accidents or illnesses of guests or staff should 
also be recorded. Aside from being informative, this is a protection to the 
institution or guest should legal questions of responsibility arise. 


CONTAGIOUS OR INFECTIOUS DISEASES 


Patients suffering from tuberculosis or any other contagious or in 
fectious disease shall not be cared for in an institution for aged. Adults 
who may be cared for include blind persons, the physically handicapped, tue con- 
valescent, chronic invalids and those needing rest and recuperation, if housing 
and equipment are adequate and if local ordinances do not prohibit such combined 
care. The State Department of Social Welfare may require exclusion of such 
cases from any aged institution. 


SENILITY 
For purposes of care in Institutions and Homes for the Aged the dis- 


tinction between mental illness and the infirmitigs of age should be determined 
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on an individual basis by treatment grouping and social adaptability. The 
senility manifested in less of memory, mild disorientation and other mild symp- 
toms may not disqualify the patient for participation in the group life of the 
eged who are infirm and sedentary, if the senile person has no unattractive or 
repulsive habits or moods, Thé same degree of care and attendance may be needed 
for an infirm normal aged person as for a senile patient of good personality and 
mild symptoms, The senile aged who suffer mental confusion due to changes inci- 
dent to old age are not able to safeguard their health or choose food, exercise 
and rest. In all such cases a physician should be consulted and asked to give 
written instructions. 






No form of restraint ghall be & in caring for any senile aged per- 


son, Likewise, no person shall be given sedatives in lieu of restraint. The 

use of any appliance to confine a patient to a bed or chair or to deprive him 

of the use of his arms, hands, or feet is strictly forbidden and may be cause for 
denial or revocation of license. A staff member should be available to look after 
such a patient at all times or the patient should be transferred from the Home. 

It is permissible to enclose a roomy yard or garden for the safety of the aged 

who might wander into traffic or become lost, but such enclosure must not appear 
to be a pen or prison, and must be provided with comfortable chairs or other rest- 
ing places. The senile aged must be treated with respect, their peculiarities 
should not be discussed, and kindly persuasion without argument should be used 

to guide their activities, Inconsiderate treatment is painful and injurious to 
them, increasing their confusion through anxiety. 


No aged person or patient shall be locked into his bedroom by day 
or night. With special permission from the Department of Social Welfare or its 
inspection agency, a lightly attached hook to prevent senile guests from wandering 
out of the room may be used if it is so attached that the door can be readily 
pulled open from either side in case of emergency. The master key to all rooms 
locked on the inside by guests should be kept where any staff member can readily 
find it in emergency. Windows shal] not be barred or closed by any screen 
heavier than ordinary fly screening. Patients needing protection from escape 
belong in a home licensed and supervised by the State Department of Institutions. 


ALCOHOLICS, DRUG ADDICTS, ETC. 


Alcoholics, drug addicts, insane or epileptic patients of any age shall 
not be cared for in an institution for aged. License for their care mst be 
obtained from the State Department of Institutions at Sacramento. - 


CARE OF THE DECEASED 
LEGAL RESPONSIBILITY 
"Upon the occurrence of any death of an aged person or change 


“ in the administrative personnel of any such home, the holder 
of the license or permit shall, within forty-eight hours, 





(2) See Sections 5700-5708, Welfare and Institutions Code. 
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give written notice thereof to the State Department of Social 
Welfare or to the approved and accredited oC service 
by which such license or permit was issued." 1) 


At the time of admission to the institution, all signatures, names 
and addresses of relatives and information regarding the desire of the appli- 
cant as to funeral and burial services should be obtained and placed on file. 
For those who otherwise have no plan, the institution should make provision 
for interment or cremation. 


@) Welfere and Institutions Code, Sec. 2308. 


CHAPTER XI. 


NURSING SERVICES 


NURSING CARE 


Nursing care in Homes for Aged is an integral factor in the success 
of the medical and health care program--first, because it is essential that 
the aged guests be made as comfortable as possible in order to maintain good 
general morale; second, if the study of gerietrics is to be carricd on, careful 
observations and accurate fulfillment of the doctor's directions mst be maine 
tained. 


Nursing the aged not only calls for the technical ‘skills and experience 
of trained persons but also necessitates the constant administration of many 
Menial services that require untold patience and understanding. Relatively 
few persons (including nurses) realize that elderly people require so much in+ 
terpretation, scientifically, spiritually and socially, and it is important 
that these analyses be made with sympathy and, ofttimes, sagacity. 


Doctor Malford W. Thewlis in his recent book, "Care of the Aged", 
emphasizes the importance of this by the following quotations: 


"Understanding concerning the workings of human nature and 
the well being of human conduct is the very foundation of 
Clinical wisdom."=—Noble. 


"Hippocrates stated that 'it was more important to under~ 
stand the nature of the patient, than the nature of the 
disease, '" 


Registered Nurses 


Often in an institution for aged there are opportunities to do more 
for the aged person than could be done in a private home and by exercising 
these efforts much can be accomplished to give the residents a good measure of 
health and happiness, In order to establish this total service registered 
nurses should be placed in all key positions, since registration is a protec~ 
tive device for a guarantee to professional standards of care. The State De~ 
partment of Social Welfare does not specify just where registered nurses are to 
be placed within an institution, but the nursing profession, by an enactment of 
law, has set regulations for the erry of persons who may lawfully ade 
minister certain types of nursing service, 1 


Trained Attendants 


The Trained Attendants' Act provides for a second group of accredited 
pearhs 5 © may be of service and whose type of duties are also definitely oute 
lined, 





a oe 
1 Div. II, Chap, 6, Sec. 2700-2830 of Bus. & Prof, Code,-~See Appendix p. ix 
(2) Div. II, Chap. 10, Sec, 4515-4542 of Bus. & Prof, Code.--See Appendix p. x 
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Subsidiary Groups 


Homes for aged have many persons on their nursing staff who may be 
termed "practical nurses", "matrons", "nurses aides", etc. This group includes 
a high proportion of nurses who have either graduated and are not registered 
according to law, or who may have had some hosnital training but are not gradu-~ 
ates. These persons are often older women who may have engaged in practical 
nursing for many years and serve very well by means of their general education 
and life experience. However, it is essential that such persons make every effort 
to supplement their nursing experience and education by further reading and study 
in the newer fields of nursing. - 


Adequacy of Nursing Staff 


The ratio of murses and aides for the population can be regulated 
only by a knowledge of the physical and mental condition of the suests. The 
plant and equipment also have much bearing on the requirements of the staff. 
It is the duty of those in charge to make sure that all necessary services are 
administered for the entire 24 hours, to assure protection and nursing care. 


Narcotic Enforcement 


ttention is called to the Federal and State Narcotic Znforcement 
Enactment\2 Institutions must take heed that no irregularities or careless~ 
ness takes place concerning the provisions of this statute. 


PERSONAL HYGIENE 


The nursing service generally includes the responsibility for the 
personal hygiene of the resident. Standards differ greatly according to the 
age, health and ability of the guest to care for himself. Some are agile and 
concerned as to their appearance and cleanliness, while others are not. A 
resident should not always be held individually responsible for his own condi- 
tion since he may not be able to wait upon himself easily due to his handicaps 
or infirmities; therefore the staff of the institution mast be ready with neces- 
sary equipment to supplement services required. Hach resident should possess 
necessary standard toilet articles. These include brush, comb, tooth or plate 
brush, a dentrifice, soap, nail file, etc. The institution should be equipped 
with an ample supply of wash cloths and towels. 


Mouth Hygiene 


It is essential that older persons clean their teeth as frequently as 
possible. Dentures should be regularly brushed and if the resident is unable 
to care for himself, attendants should assume the supervision or task. This 
is a protection to the gums and indirectly is an important protection to health. 
A pleasant dentrifice can be made inexpensively. 





(1) List of Laws Affecting Institutions for Aged.--See Appendix, Page Sigs 
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Hair 


Hair should be combed daily or oftener and shampooed regularly. Oily 
scalps may be cared for by dry shampoos. Ad@itional aids such as hair dressing, 
manicuring, etc., add to the morale of the more fastidious and such service 
should be available if the guest can afford it. A barber should be available and 
on call for those who can have his care, and for those who cannot, hair cutting 
should be provided by the institution. 


Baths 


Careful bathing is an essential feature of nursing care. No general 
rule or routine can be followed for every resident. The physical condition of 
each should be well understood by the staff member in attendance and in many 
instances, the doctor should specify whether a tub, shower, or ped bath should 
be given. Elderly people should not be left unatteaded for too long even if 
they. feel capable of bathing alone. The care of the skin requires different 
treatment for certain individuals and should not be left to the untrained with- 
out previous instructions. 


Massage 


Massage is a greet comfort and often can b2 given by a nurse who has 
knowledge of its meaning and use. It should never be given by a lay person who 
has no knowledge of the physical condition of the individual, but when ad- 
ministered under instructions, does much to rest the body and prevent pressure 
sores. 


Care of the Feet 


Proper routine care of the feet is another essential. A chiropodist 
should be available when needed. 


Clothing 


"Ola persons are most susceptible to atmospheric influences. Their 
body temperature is lowered and the blood supply to the skin is poor, and they 
are oversensitive to barometric changes. In senescence, (old age) tissue changes 
are characterized chiefly by waste without sufficient or appropriate repair, 


"Since the aged usually complain pf) cold hanes and feet, they should 


wear warmer clothing than younger persons". 


Bach resident should be supplied with the necessary amount of clothing 
to permit regular changes. Garments of warm, light-weight material should be 
provided. In winter, woolen stockings and socks are often helpful in colder 
climates, All hose should be loose and permit free movement of the toes. Shoes 
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(1) Melford W. Thewlis, M.D.-=-"Care of the Aged"--Page 34. 
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should be well fitted and soft. Rubber or composition heels are often recom 
mended, Routine inspection for cleaning and repair of shoes and other clothing 
is necessary. Bedroom slippers and robes for night use ere essential, 


Exercise 


Exercise assists greatly in circulatory ailments and is a necessary aid 
for better health. Aged persons should be watched as to the amount taken and 
when they do not engage voluntarily in some form of activity, they should be 
urged to do so. The amount and type should be stipulated by the physician or 
nurse who has knowledge of the aged person's physical capacity. 


Rest and Sleep 


Elderly persons should be observed for irreguiar habits of rest and 
sleep. To some, time is indefinite; hence, their program for the day should 
be planned so that a good night's rest may be assured. 
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CHAPTER XII. 


SOCIAL PROGRAM AND SERVICES 


Social case work should begin when the aged person makes his first 
contact with the institution. "If the case work approach means anything, it 
means that we accept people as they are; that the worth and dignity of He 
human personality in its own unique terms is our starting place, ssc." 62 


It is a protection to the individual, as well as the organization, 
to determine as soon as possible whether or not the applicant can be served best 
by residence in this particular home, or whether another plan might present 
factors more suited to his needs. This is also the time for the institution 
to learn whether or not the applicant is of the type, or in the condition, to 
become well assimilated with other residents in making up a contented household. 
It is also here that the correlation of one's physical and social requirenents, 
along with accurate knowledge of his financial situation, should take place; and 
possibly for clearing and perhaps establishing his proper and happy relations 
with remaining relatives (should such exist); or with friends who mizht serve as 
substitutes for family. All this information should be obtained and presented 
to the Board, or Admission Committee, for final action, 


Aside from the development of social investigation at time of entrance, 
the case worker should be responsible for all social services (and the record- 
ings) rendered to the residents durins their stay in the Home, These should in- 
clude information on personal problems and reports on dismissals or resigna- 
tions. The responsibility for obtaining records of vital statistics for all 
residents should be placed upon the social worker who may be a full time, or 
part time worker, depending on the size of the institution. 


",..,.Since old people are to be predominant in the world 

of tomorrow, social work and especially case work must gear 
its services more closely to the needs of old people. As 
in any age group they will find strength and weakness, emo» 
tional maturity and immaturity, capacity for significant 
living and incapacity. The challenze to the case worker 
is whether she can help thé o1d person to experience the 
last of life not as decay but as fulfilment; to surrender 
willingly what has gone because what is left retains its 
meaning and value,"(1 


OCCUPATIONS AND OCCUPATIONAL TESRAPY 


"Employment is nature's best physician and 
essential to human happiness. "--Galen-- 
(Greek Philospher) 172 A.D. 





(1) Excerpt from Elizabeth H. Dexter's article appearing in the Reprint from 
THS FAMILY, October, 1939, entitled "Wew Concepts in Case Work Practice 
with the Aged", 
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Occupations 


Interesting and suitable occupations for elderly persons are as funda- 
mental to their well being as food, raiment or physical care, and should, there- 
fore, be given relative consideration. Older people should be permitted to do 
useful work as long as they are able to do so comfortably and at the same time 
receive enjoyment out of the results of their efforts. This helps to continue 
their self respect and also tends to reduce the sensitiveness of cld age. 


If the fulfillment of allotted duties is a rezulation of the institu- 
tion, the residents should be so informed before their admission plans are con- 
suumated to prevent any misunderstanding. Otherwise, it is well to give the 
resident the opportunity to offer service rather than to impose duties upon 
him. It should always be remembered that the objective should be the benefit 
to the individual rather than the services to the institution. It is also es- 
sential that whenever possible some recompense should be forthcoming, as a little 
extra "pin money" often adds "spice" to @ possibly uneventful existence. 


Should such a practice not be in use, and the institution is one which 
caters chiefly to those who are financially comfortabie, the residents should 
be encouraged to select occupations wkich are in accord with their background 
and capabilitics. Many elderly persons have lived ousy and useful lives but 
after entrance to the institution find themselves unprepared for the passing of 
pleasant hours due to their failure in developing interests and nobbies which 
might prove enjoyable later. 


Sometimes the most satisfying occupation is the develooment of one's 
hobby to an even fuller extent. This occasionally leads to a source of income 
which permits the resident to enjoy more independence. Many valuable skills of 
long azo are dormant in those who are not senile and hence shovld be brought out 
and made to function when possible--but, perhaps in a more modern mode. For 
these people, shops and studios for creative work often prove of value. 


Residents wno have had experience in gardening may get personal joy 
in cultivating flowers, fruits or vegetables for the home. Those who have been 
craftsmen may engage in constructing simple furniture, such as porch chairs, 
settees, tables, toys or in re-upholstering furniture. Former dressmakers 
often revive their skills in assisting other residents in designing and making 
clothing, (cooperative service). Letter writing on the part of one member may 
be an interchange for another who is apt in mending or other needle work. 


Occupational Therapy 


Occuvational therapy has been recognized and put into use since 1815, 
and its study and development has continued to the present day. World War 
Number One projected its use nationally and since that time its field of 
technique has become so greatly enriched that it serves all ages and types of 
handicapped persons. “Physically, its function is to increase muscle strength 
and joint motion as well as to improve general bodily health. Mentally, its 
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function is to supply as nearly as possible, naaae activity through avocational 
projects and prevocational studies and training, 1 


RECREATION 


"Certain facts about the aged serve to give special significance to 
the subject of their recreational needs. 


First: That their numbers show a progressive rise 
in proportion to the zeneral population. 


Second: That because of sevsrely limited employment op- 
portunities and because of the effects of certain 
social practices, (Public Assistance Programs) 
the aged tend to be a predominantly leisure group. 


Third: That because of the special physical, psycholozi- 
cal and social characteristics related to their 
age, their physical and mental activity is re- 
duced, their social lives narrowed, and their 
satisfaction diminished, A stimulating, pleasure 
giving, socially enrichinz recreational program 
therefore, becomes of particular importance." 2} 


Since an Institution for Aged mst serve as a Home and not merely a 
place providing custodial care, it should be one in which social activity is 
offered the residents in as normal an environment as possible. Experience has 
shown that recreational and cultural activity on the part of older persons is more 
constructive and of more benefit psychologically than passive entertainment and 
serves as a better means of revitalizing old age. 


It therefore becomes the duty of the Board or Superintendent to select 
a committee which should be comprised of Board Members, staff, and representa 
tion from the residents, who will jointly stimlate a program within their 
midst which will be a continuing one. All activity should be voluntary and in 
keeping with the physical conditions, wishes, talents, inclinations and former 
experiences of the individual, Clues to the selection for such a course may be 
found by learning what each guest "is", "was" or "used to de" or what has been 
a former recreation or hobby through which he became "identified" or sneer enst 
or, by which he was able to exert himself to the limit of his capability. 3) 


The staff should encourage companionship between men and women resi- 
dents. It should be kept in mind that what pleases one group may never suit 
another. Therefore, all programs should be flexible. Group activity has been 
found to be more valuable than solitary pursuits; hence, celebrations, birth- 
days or special holidays offer gayety and cheer. Community singing is successful 


(1) 


Modern Therapy-Hyzeia-F. 342. April, 1939. 
( "Recreation for the Aged" by Morris Chase--TH@ FAMILY, November, 1938 
( The Place of the Aged in the Community" by Dr. Charles A. Hogan. 
(Paper read at California Conference of Social Work in 1940). 
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as a means of self-expression and often dormant talents in music or dranatics 
may be brought out. The formation of literary groups, current events, sewing 
circles and card clubs also offer real interest and recreation. Picnic excur~ 
sions and short rides adapted to the physical condition of the group, bring 
outdoor life and a change of scenery. Continuation of membership in any as- 
sociation in which the resident formerly was active should be encouraged. 


Those who are "hale and hearty" should be encouraged to keep "lively", 
This calls for community planning which would draw and hold that particular type 
and if properly guided, these persons may become useful within the community 
and through this means may make contributions out of their own past experiences, 


For those who are less active, but non=senile, a program must be oute 
lined that gives them interest and adds to their contentment. They, too, have 
been accustomed to a schedule of activities and are among those who have "been 
wanted" in church groups, clubs, and have attended family and other social 
gatherings. These people would miss the social "roles" that they enjoyed, were 
@ substitute not furnished then, 


To those who are incapacitated or bedridden, or who, for some reason, 
may seldom leave the institution, special consideration should be given. 
Library service should be made available so thrit a variety of reading matter is 
furnished and exchanged frequently. Althoush this class has much leisure time 
in which to read, comparatively few have the opportunity to discuss their reading 
with others. Here, as well as through other services, volunteers may be secured 
to give book reviews and lead discussions, or may plan the use of games which 
may arouse new interests. Knitting and sewing projects (particularly if 
sponsored by a community or public cause) tend to make each one feel that he 
has a part, no matter how small, in the worthwhile things that are being ace 
complished. An easily handled radio should be within their reach with a copy 
of prograns, 


Motion pictures may be obtained from many sources and should be 
shown at intervals for the benefit of those who are unable to leave the house. 
Travel bureaus, public utilities such as light and power companies, bus lines, 
etc., may be contacted for films, which they are glad to lend as a public 
service, 


RELIGIOUS SERVICES 


There exists in almost cvery famjly some tradition--if nothing more-- 
of religious affiliation. Whatever this may prove to be, an opportunity should 
be offered every resident cf an institution for aged to establish a contact with 
the church of the religion of his family, should he so desire, Many persons 
receive contentment and solace through religious devotions and because of its 
helpfulness, the institution should make sure that the privilege of this service 
is made available, Those who already have church effiliations should be en~ 
couraged to attend when able; and when disabled, the church shouid be con- 
sulted and affiliation enlisted if the resident is interested, This may be 
made possible through the efforts of the clergy direct, or through church meme 
bers who are interested in visiting the institution. Some churches are glad 
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CHAPTER XIII. 


REGISTER - RECORDS ~ REPORTS « INSTITUTIONAL RULES and REGULATIONS 


Attention is called to Section 2307 - Welfare and Institutiong Code: 


"Register. 


Records? 


2307. 


Every holder of a permit or license shall 
maintain a register setting forth the 
following facts concerning each aged or 
infirm person received or cared for: 


(a) Wame 
(bo) Last previous address 
(c) Age 


(ad) Nearest of kin 
(e) Mother's meiden name 


-(f) The person responsible for his 


care and maintenance 

(z) Such other data as the State 
Department of Social Welfare 
requires." 


Records should contain the following information: 


REPORTS: 


Finance: 


Last address 

Occunation 

Relizion 

Marital Status 

Citizenship in United States of America and State 
Date of Entrance 

Name of Spouse 

Names and Addresses of Relatives and Friends 


Assets - Owned or transferred 


Name of Executor of Will 

Amount of Fee Monthly Life Care 

Recipient of Old Age Security Blind Aid 

Reason for leaving other than death Date 

Name and Address of Person to be notified in 
Case of Serious Illness or Death 

Date of Death 

Disposition of Remains 


An accounting system must be maintained which 


will permit the Institution to know at all times the amount of in- 
come, sources from which derived, operating costs and value of 
property, buildings, equipment and investments. 
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Medical: 

Reports of physical findings at time of admission 
Subsequent reports of health after admission 

Social Case Work: 

Application blank and Social History at time of entrance: 


Staff: 





Name 

Date of Employment 

Social Security Number 

Record of Previous Employment Credentials Etc. 
Date of Leaving 

Remarks on Character and Service Rendered 


INSTITUTION'S RULES AND REGULATIONS 


The Institution's rules and regulations should 
be designed to protect the resident and to provide the best ways 
and means of assuring comfort and happiness to the largest number. 
They should be simple, flexible and chiefly aimed to the conduct 
of, and services of the guests: . They should provide only such re- 
strictions as will prevent interference with the orderly and busi- 
nesslike management of the Home, 


Identification 


Each resident should be furnished with suitable 
identification to carry on his person in accordance with present 
war time resulations. It would be advisable to keep a duplicate 
list of the enrollment in the office as well as with the authori~ 
ties handling defense, in case of disaster, assistance could be given 
for identification. ; 


Some institutions find it very desirable to have 
on file photographs of residents taken at the time of entrance, 
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EXTRACT FROM WELFARE AND INSTITUTIONS CODE 


DIVISION 3, AGED PERSONS 
Chapter 2, Institutions and Boarding Homes for Aged Persons 


2300 No persons, association, or corporation shall, without first having 
obtained a written license or permit therefor from the State Depart- 

ment of Social Welfare or from an inspection service approved or accredited 

by the department, maintain or conduct any institution, boarding home, or other 

place for the reception or care of aged persons, nor receive or care for any 

such person. 


2301 The State Department of Social Welfare shall make such rules and 

regulations as it deems best for the government of any institution 
or for the performance of any service specified in Section 2300 of this code, 
and the department may, by a member or any duly authorized representative, 
inspect and examine any such institution, home, or place, or the performance 
of any such service. 


2302 The State Department of Social Welfare may delegate such of its 

authority as it deems best to an apvroved and accredited inspection 
service. This service shall be either the health department of a county or 
other politicel subdivision which maintains at least one regularly licensed 
physician, or a qualified social service department, either of which has been 
approved in writing by the department. 


2303 A permit or license issued by the State Department of Social Welfare 
or by an approved and accredited inspection service shall expire 
twelve months from its date of issuance. 


2304 Application for renewal of a permit or license shall be filed ten 
days prior to its expiration. If such application is not so filed, 
such license or permit is automatically canceled. 


2305 Permits or licenses may be revoked for cause after a hearing before 
the State Department of Social Welfare or an approved and accredited 
inspection service. Written notice of the time and place of such hearing and 
of the charges made against the holder of the permit or license shall be duly 
served on him not less than ten days prior to the time fixed for such hearing. 


2306 No license shall be transferred. Weither the location of any insti- 

tution, boarding home, or other place specified in Section 2300, nor 
the place of performance of any service specified therein shall be changed 
without the written consent of the State Department of Social Welfare or of an 
approved and accredited inspection service. 
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2307 Every holder of a permit or license shall maintain a register setting 
forth the following facts concerning each aged or infirm person re- 
ceived or cared for: 


(a) Name 
(bo) Last previous address 
(c) Age 


(d) Nearest of kin 

(e) Mother's maiden name 

(f) The person responsible for his care and maintenance 

(zg) Such other data as the State Department of Social 
Welfare requires 


2308 Upon the occurrence of any death of an aged person or change in the 

administrative personnel of any such home, the holder of the license 
or permit shall, within forty-eight hours, give written notice thereof to the 
State Department of Social Welfare or to the ayproved and accredited inspection 
service by which such license or permit was issued. 


2309 Any person, association, or corporation that maintains, conducts, or, 

as manazer or officer or in any other administrative capacity, 
assists in maintaining or conducting any institution, boarding home, or other 
place, or performance of any service specified in Section 2300 of the code, 
without first having secured a license or permit therefor, in writing, or re~ 
fuses to permit or interferes with the insvection authorized in Section 2301 
of this code, is guilty of a misdemeanor. 


2310 The district attorney of every county shall, upon application by the 

State Department of Social Welfare or its authorized representatives, 
or by an approved and accredited inspection service, institute and conduct the 
prosecution of any action brought for the violation within his county of any 
of the provisions of this chapter. 


Chapter 3, Supervision of Life Care Contracts 


2350 Any charitable, religious, benevolent, or educational organization, 
or any organization maintaining a home for the aged for pecurtary 

profit, bétng_duly incorporated under the laws of the State of Catifornia, may 
receive transfers~of property conditioned upon their agresme to furnish life 
care (which may inclu@e.the cash payment of incidentakexpense as allowed by 
the State Department of Socta Welfare) to the transferor or his nominee, when 
granted a certificate of authority-hy the State Department of Social Welfare, 
provided such organization has received-a_written license or permit pursuant 
to Chapter 2 of this division 


2551 Upon granting the certificate of authority to-receive transfers of 
preperty, the State Department of Social Welfare shail_require the 
organization to establish and maintain a reserve fund in accordancé-with the 


standard set up in Chapter 12 of Part 2 of Division 2 of the Insurance Vode 
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51 Such reserve funds shall be invested only in such securities as a 
(Cont'd) permitted for the investment of funds of savings banks of California, 
which securities shall be placed in trust with a corporation aythoriz- 
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or organization specified in Section\235@ in order that the rights of aged per- 
sons may be protected. The department\may, by any member or any duly authoriz- 
ed representative, inspect and examine Any such institution, home or place, 
books and records of the performance/of any service required pursuant to the 
agreement. if 


/ 
2355 A certificate of authority issued bk the State Department of Social 
Welfare shall expire/twelve months from its date of issuance, and 
application for renewal of same shall be filed tan days prior to its expira~ 
tion. 4 










2356 Certificates of authority may be revoked for cause after a hearing 
before the Stéte Social Welfare Board. Writsen notice of the time 
and place of such hearing and of the charges made against the holder of the 
certificate of authority shall be duly served on him not hess than ten days 
prior to the time fixed for such hearing. 
7. 
2357 For the failure of any organization or person to establish and main- 
tain/a reserve fund as provided in this chapter, the State Department 
of Social Welfare shall, after due notice, revoke its certificate\of authority. 
The department may request the Insurance Commissioner and the Division of 
Insurance of the Department of Investment to aid in the determinatioy as to 
whether or not a sufficient reserve fund is established and maintained, 


/ 
2358 / No certificate of authority shall be transferred, Neither the \erms 
of the agreement, nor the place of performance specified in any \agree- 
ment, shall be changed without the written consent of the State Department 
cial Welfare. 
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Any person, association, or corporation that maintains, enters in 
or, as manager or officer or in any other administrative Cae 
assists in ma ning or entering into any agreement providing for transfer 
of property, conditio upon an agreement to furnish life care to the trans- 
feror or his nominee, withou st having secured a certificate of authority 
therefor in writing, or refuses to bp or interferes with the inspection 
authorized in this chapter, ~ guilty of a 
2360 The ore ae of every county shall, upon lication by the 
State Department of Social Welfare or its authorized rep 
institute and conduct the prosecution of any action brought for the viola 
within his county of any of the provisions of this chapter, 


(Chap. 275, Stats. 1939, effective 9-19-39) 


CIVIL CODE OF CALIFORNIA 
General Nonprofit Corporation Law 


ARTICLE I 


Sec. 593 Formation and Purposes. A nonprofit corporation may be formed by any 
number of persons, not less than three, for any lawful purposes such as re- 
ligious, charitable, social, educational, recreational, cemetery or for render- 
ing services, which do not contemplate the distribution of gaing profits or 
dividends to the members thereof, and for which individuals lawfully may 
associate themselves, subject to laws and regulations applicable to particular 
classes of nonprofit corporations or lines of activity. The carrying on of 
business at a profit incidental to the main purposes of. the corporation and the 
distribution of assets to members on dissolution shall not be deemed forbidden 
to nonprofit corporations. (Added by Stats. 1931, p. 1847) 


The act adopting the Nonprofit Corporation Law also contained the follow- 
ing vrovision: 


"2. Saving cleuse. The revision shall not affect the existence of any 
corporation heretofore formed, nor take away or impair any cause of action now 
existing against any corporation, its members, directors or officers, for any 
liability incurred »orior to the time this act goes into effect. 


"Construction. In so far as this act does not add to, take from or alter 
any of the provisions of the title hereby revised it shall be construed 
as a continuation of such provisions. 


"Section headings herein contained shall not be taken to govern or limit 
the scope or meaning of the sections of this title." 


Annotation: See 3 Cal. Jur. 363; 22 Cal. Jur. 777; 23 R.C.L. 419; 
25 R.C.L. 44, 


Legislation 593, Enacted March 21, 1872; based on Stats. 1869-70, pp. 46, 
402, 1. Amended by Code Amdts. 1880, p. 6. By Stats. 1901, p. 381 (unconsti- 
tutional. See note to 4 ante); Stats. 1905, np. 113, Stats. 1907 p. 579; Stats. 
1911, pp. 77, 1434; Stats. 1929, p. 1279. Repealed Stats. 1931, p. 1947. Added 
by Stats. 1931, p. 1347. 


Sec. 606 Nonprofit Corporations for Charitable and Eleemosynary Purposes. Twenty- 


five or more persons may organize a nonvrofit corporation for the purpose of re- 
ceiving, acquiring, holding, managing, administering and expending property and 
funds for charitable and eleemosynary purposes, including the assistance and 
support of charitable and eleemosynary institutions, associations and under- 
takings. 


POWERS. Such corporation shall, as an incident of its purpose and without any 
necessity for expressing the same in its articles of incorporation, have the 
following powers which it may exercise in full measure without the necessity of 
obtaining any order of court of authorization, approval or confirmation: 
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1. Trustee, To act as trustee under charitable and eleemosynary trusts, ro- 
ceiving, holding, managing, administering and expending property and funds in 
accordance with the respective trusts upon which the same are acquired and held. 


2. Receipt, management, etc., of property. To receive, hold, manage, administer 
and expend property and funds upon the general charitable and eleemosynary 
trust that the same, either as to principal or income or both, shall be applied 
to the assistance and support of such charitable or eleemosyneary institutions 
or objects, and at such times and to such extent as the corporation may in its 
judgment deem most conducive to the public welfare. No bequest, devise, gift 
or transfer of property or funds to such corporation for a charitable or 
eleemosynary purpose shall be invalid because of indefiniteness or uncertainty 
as to the purposes of the beneficiaries thereof, but, to the extent to which 
such indefiniteness or uncertainty exists, the same shall be resolved by the 
corporation in the manner which, in its judgment, is most consonant with the 
purpose of the donor and most conducive to the pudlic welfare, 


3. Taking property for charitable purposes. Subject to the provisions of 
Section 1313 of the Civil Code, to take property and funds by will, gift or 
otherwise and with or without svecification of any charitable or eleemosynary 
purpose, but in case no charitable or eleemosynary purpose is specified, the 
property or funds so received shall, nevertheless, be held upon the trust that 
the same shall be used for charitable and eleemosynary purposes. Such cor- 
poration shall not have the power to take or hold property or funds for any 
purpose other than a charitable or eleemosynary one. 


Ip, Property in own name. To hold, in its own name and right, real and personal 
property of every nature and description without limitation as to extent, 
character or amount, and with all the powers of control, management, investment, 
change and disposal incident to the absolute ownership of property or funds by 
& private person, subject only to the terms of particular trusts and to the 
general trust that all its properties and funds shall be held for charitable 

and eleemosynary purposes. 


5. Borrowing money. To borrow money, either upon or without security, giving 
such promisory notes or other evidences of indebtedness and such pledges, 
mortgages or other instruments of hypothecation as it may be advised. 


6. Officers and agents, To appoint ard pay officers and agents to conduct 
and administer the affairs of the corporation, but no member of the ware of 
trustees shall receive any compensation. 


7. By-laws, To adopt by-laws prescribing the duties of the officers and agents 
of the corporation, the detail of its organization, the time and manner of its 
meetings, and any and all detail incident to its organization and the efficient 
conduct and management of its affairs. 


8. Powers of natural person. To do any and all things which a natural person 


might do necessary or desirable for the general purpose for which the corpora- 
tion is organized, 
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Board of Trustees. The exercise of the powers of the corporation, with the 
right to delegate to the officers and azents the performance of duties and the 
exercise of powers, shall be vested in a board of trustees of not less than 
nine nor more than twenty~five persons; provided, that the articles of incor- 
poration may prescribe that the matter of controlling, managing, investing 
and disposing of the property of the corporation for the purpose of earning 
an income therefrom, as distinguished from the matter of applying property 
and funds to charitable and eleemosynary purposes, shall be exclusively ina 
finance committee consisting of not less than three members of the board, 
designated or appointed in some particular manner; and provided, also, that 
the matter of controlling, managing, investing and disposing of the property 
of the corporation for the purpose of earning an income therefrom may be 
delegated either in whole or in part to one or more trust commnanies or banks 
duly authorized to conduct a trust or banking business in this state. 


Trustees, how chosen. The articles of incorporation shall specify how the 
trustees shall be chosen and their terms of office, which shall not exceed 

six years, It shall be permissible that some or all of the trustees be chosen 
by specified associations or corporations or by those who are officers thereof 
and by public officials, As the articles of incorporation may prescribe, the 
board of trustees may constitute the corporation, or the corporation may have 
a membership distinct from the board of trustees, In the latter case the by~ 
laws shall prescribe the terms and qualifications of membership. 


Examination by State. The corporation shall be subject at all times to exami- 
nation on behalf of the state to ascertain the condition of its affairs and to 
what extent, if at all, it may fail to comply with trusts which it has assumed 
or may depart from the general purpose for which it is formed. Such right of 
examination shell pertain ex officio to the attorney general, In case of any 
such failure or departure the attorney general shall institute, in the name of 
the state, the proceedings necessary to correct the same. Except as specifi~ 
cally approved by the attorney general there shall be no accumulation of income 
by such corporation for a period longer than five years. 


The expenses of the corporation may be apportioned to the extent necessary 
against the various trust funds and property held by it, in the manner which 
seems just and equitable to the corporation, and the meeting of such expenses 
shall be deemed a charitable or eleemosynary purpose. 


Articles of incorporation. The articles of incorporation of each such cor- 
poration shall set forth: 
(a) Its name; 
(bo) That it is a nonprofit corporation organized solely for general 
charitable and eleemosynary purposes under Section 606 of the 
Civil Code of California; 
(c) The county in this state where the principal office for the 
transaction of the business of the corporation is to be located; 
(da) The number of trustees, their terms of office and how they are 
to be chosen; 
(e) The names and residences of the members of the first board of 
trustees; 
(f) Any other matter which it is provided herein may or should be 
set oo the articles of incorporation. (Added by Stats. 1931, 
Pp. 1855 
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THE NURSING PRACTICE ACT 


Business and Professions Code 
Div. II, Chap. 
September 19, 1939 


The practice of nursing within the meaning of this chapter is the 
performing of professional services requiring technical skills and 


specific knowledge based on the principles of scientific medicine, such as 

are acquired by means of a prescribed course in an accredited school of nursing 
as defined herein, and practiced in conjunction with curative or preventive 
medicine as prescribed by a licensed physician and the application of such 
nursing procedures as involve understanding cause and effect in order to safe- 
guard life and health of a patient and others. 


A professional nurse, within the meaning of this chapter, is a per- 


son who has met all the legal requirements for licensing as a registered nurse 
in the State and who for compensation or personal profit engages in nursing as 
the same is hereinabove defined, 
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of law. 
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This chapter confers no authority to practice medicine or surgery or 
to undertake the prevention, treatment or cure of disease, pain, in- 
jury, deformity, or mental or physical condition in violation of any provision 


This chapter does not prohibit: 


(a) 


(b) 


Gratuitous nursing of the sick by friends or members of the 
family. 

Incidental care of the sick by domestic servants or by per- 
sons primarily employed as housekeepers as long as they do 
not »ractice nursing within the meaning of this chapter. 
Domestic administration of family remedies by any person. 
Nursing services in case of an emergency. 

The performance by any verson of such duties as are re- 
quired in the physical care of a patient and/or carrying 
out medical orders prescribed by a licensed physician; 
provided, such person shall not in any way assume to 
practice as a professional, registered, graduate or trained 
nurse, 


No person shall practice nursing as the same is herein defined with- 
out a license issued under this chapter except as in this act provided. 


Every licensee may be known as a registered nurse and may place the 
letters "R.N." after his name. 


is 


The Trained Attendents! Act 


Business and Professions Code 
Division II, Chapter 10 


September 19, 1939. 


4515 Any person applying for the certificate as trained attendant shall 
be at least eighteen years of age and of good moral character. 


4516 He shall have had not less than sne year's practical experience in 
the care of the sick in a reputable hospital or sanatorium, con- 
nected with a school for trained attendants, and systemetic instruction in 
the following subjects: Anatomy and physiology, hygiene, diet for the sick, 
nursing care of the sick, including children and the aged, and obstetrics. 


4517 All applicants for certificates as trained attendants shall be re- 
quired to pass an examination. The examination shall be practical 
in character and designed to ascertain the enplicant's fitness to practice 
his ealling. 
4518 It shall be conducted by a committee of three examiners appointed 
by the department and under such rules and regulations as the + 
department may prescribe. It shall be held at least every six months and 
due notice of the examination sh#ll be published in not less than three daily 
papers of the State. 


4519 The subjects on which anolicants shall be exemined are elementary 

anatomy end physiology, hygiene, diet for the sick, nursing methods 
in the care of the sick, including children and aged peonle, and obstetrics. 
The devartment shell issue a certificate to each applicant sucessfully pass~ 
ing this examination. 


4520 All persons who have received certificates in accordance with the 
provisions of this chapter shall be known and styled as trained attendants 
and may use the words "trained attendant" after their names. 


Article 3. Revocation of Certificates 


4530 The department may revoke a certificate issued to any person for 

gross incompetency, dishonesty, eddiction to the use of alcohol or 
narcotic drugs, or for any habit rendering him unsafe or unfit to care for 
the sick. Before revocation, notice of the charges shll be sent to the 
defendant with opportunity to envear in his own defense. 


Article 4. Offenses Against the Chapter 


UBLO Any verson violating any ef the provisions of this chapter is 

guilty of e misdemeanor end shall, upon conviction, be liable te 
a fine of not less than ten dollars nor more than one hundred dollars for 
the first offense, @nd not less than twenty dollars nor more than two hun~ 
dred dollars for each subsequent offense. 


45u1 Any person who willfully makes any false revresentation or whe im 
> personates any other person or permits or aids in any manner any 
person to impersonate him in connection with any examination or avplication, 

is guilty of a misdemeanor. 


y54o Unless authorized by this chapter, it is unlawful for any person to 

advertise as, or assume the title of trained attendant, or to use 
after his name the words "trained attendant" or any other words, letters or 
figures to indicate that the person using the same is a trained attendant, or 
to impersonate in any manner or pretend to be a trained attendant. 
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LEGAL PROVISIONS 


A. 


Be’ 


Ce. 


Purnose and Aim. 

Section 1503 of the Welfare and-Institutions Code affirms that the object 
and purvose of the chanter is to keen children in their own homes wherever 
possible and to vrovide the begt substitute far their own homes far those 
children who must be given foster care. 


Minimum Standards of Adequate Care. 
Section 1511 of the Welfare and Institutions Code provides that: 


1. $22.50 a month shall be paid, or so much as is necessary for the 
adequate care ef each needy child qualifying for aid under the pro- 
visions of the Law. 


2. Any county may pay from its own funds additional funds for the care 
ef any needy child or as is needed for the adequate care of the 
family . 


3. Minimum standards of adequate care must be determined by rules and 
regulations of the $.D.S.W. which. shall be binding upon the county. 


Lestriecti i e State Law. 

Section 1523 provides that: 

No child for whose support $25 a month or more is paid, other than under 
the provisions of this chapter, is eligible to ANC. 


Section 1524 vrovides that: 
No child maintained in an institution, for whom a bone fide offer of a 
proper home has been made, is eligible to AN6. 


State, County end Federesl Participation. 
Sectign 1510 prevides aid not in excess of $15 a month te counties for 


the needy child who has state and county residence, and $22.50 for needy 
children without county residence. 


Seetion 1554 provides (a) authorization for the state to pay to the county 
a sum not exceeding $15 a month; (%) that the smeunt granted by the Uniteg 
States Government shall Be deducted fypm the tot@l amount granted far the 
child pursuent te Seetion 1511; (c) 2/3 of the remaining sums shall be 
paid to the eounty not exceeding $15 a month. 


Until the Supreme Court decision rendered August 3, 1942, reversed the 
ruling, the State held thet the maximum basis for state particivation to 
the child was $22.50. Now, in addition to the $22.50, there is inoluded, 
in considering the total amount granted to the child, further funds which 
the county is permitted to pay under Section 1511 for any needy child. 
Thus, the maximum basis for state participation is raised to $31.50 for 
one child and $28.50 for each additional child in the family group. 
Federal participation (1/2 ef $18, or 89 for one child; 1/2 of $12, or 
$6 for each additional child) is deducted from the total grant up to the 
maximum as indicated and the remaining sum is shared on the basis ef 

2/3 state and 1/3 county but state share shall not exceed $15, 
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II. STANDARDS OCF ADEQUATE CARE. 


A. 


Man. 
Sec. 


235-85 


Sec. 


235-85 


General Statement of Adequate Standards 
A satisfactory standard of living ineludess 








1. An adequate budget which will insure: 


ae Clothing and food of adequate quantity and quality including 
special diets when ordered by 8 physician. 


be. Housing which allows adequate sleeping space, resonable privacy, 
and complies with sanitary and housing regulations. 


Q 
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attendance at school during legal school age for every child who is 
capable of benefiting by formul education; vocational training or 
an opportunity to obtain a higher education when indicated. 


de Normal recreational activities and participation in community life. 
e. Proper supervision in the absence of the mother or earetaker. 


2. . Provision for adequate health care. This includes routine nhysical 
examinations, preventive measures, correction of defects, hospvitel and 
out-patient service, periodic examinations of gontamts with tuberqulogis 
and other infectious diseases. 


3. For the child receiving foster care, a boarding home or institution 
meeting approved standards. 


4. Case work service which insures to cach family and child the hichest 
possible morale and security and the best adjustment to family and 
community life, and which will obtain for them the maximum benefit 
from community resources for their health, education, recreation and. 
general welfare. 


Adequate Care for Children Living with Parent/Parents. 
The object and purpose of ANC is to keep ohildren in theiy own homes 
wherever possible under conditions that will insure an adequate standard. 
of living. Counties @re responsible for meking available whatever in~ 
dividual services are required for the general welfare of eagh fliam'ly 

and child, and for improving unsatisfactory cdnditions. 


Aid shall not be denied or discontinued where conditiorse in the. home feil 
to meet the standard set by the S.D.S.W. for adequate care provided that 
those cases in which the children, despite the escunty's efforts, continue 
to be neglected and to live under unsatisfrgetory conditions sre referred 
to the Juvenile Probation Office for filin: of petition to the Juvenile 
Court for whatever action is deemed necessary for their proteation and 
welfare. 
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C. 


Basis for Determining the Grant. 


he 
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ANC shall be granted for an eligible child/children whose needs. are 
determined on a "charge for care" basis cr on a budgetary basis. 


"Charge for Care" basis refers to cases in which children are livin 

in boarding homes and institutions for whom payments are made on fixed 
monthly rates. It also includes most instances where children are 
cared for in homes of relatives. 


For the child receiving foster care, boarding nomes shall meet the 
requirements for a licensed home or equivalent standards if livia 
with relatives. 


For the child/children living in the home of non-responsible relatives, 
the amount of aid requested by the relative or the child shell be the 
basis for the determin@tion of the amount of the grant. If relatives 
are willing end able to provide shelter and care for a child for less 
than the full amount permitted under the law, the record shall indicate 
how the amount was determined. It shall be determined that the finan- 
cial situation of the relative is such as to assure that the grant in 
aid will be entirely used for the care of the echild.. Whatever contri- 
bution is made for sunvort or nartisl sunport assumed on the part of 

a non-resvonsible relative, it is altogether voluntary and ean not be 
required, regardless of the relative's resources. 


For the child receiving institutional care, the institution must be 
one licensed by, or whose standards meet the approval of the State 
Department of Sccial Welfare. 


When need is determined on a budgetary basis, the required expendi- 
tures for the Family Budget Unit shall be estimated on a monthly basis. 
(See Page 7 for description of Family Budget Unit.) 


"Continuing needs" are reeurring needs that are common to every house~ » 
hold and include food, speeial diets on recommendation of the vkysician, 
clothing and personal needs of each pemson in the Family Budget Unit, 
and family ellowanses for housing, utilities, housenold operation, 
education and incidentals, transportation, and insurance premiums, if . 
paid. 


"Special needs" are those whieh the family may nave in additjon to He 5 
continuing needs. (See Page 4 for further discussion of special needs.) 


Counties shell use as a standaré for economic adequacy for continuing 
needs the current quantity cost AN€ budget schedule, or a eomparable 
adequate schedule whieh is commensurate witn current priges and has 
the apvroval of the State Department of Sceial Welfare. 


The quantity cost budget sehedule for eontinuins needs is the cost of 
requirements for men, women and ehildren «nd for family groups of 
various compositions. Effective use of such a budget depends unon a 
proper adjustment of it to the actual expenses and requirements of 
each family group on a realistic basis. It should be suited to the 
particular requirements end resources of the individual family. 
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7. The budget for the > fanily unit shall be computed after the county 
worker has: 


a. Discussed with the applicant the monthly expenditures, needs, ete. 

. Eveluated the income and resources available to the Family Budget 

Unit. 

c. Discussed the budget schedule standard with the applicant and ex 
plained its comcosition and limitations, and the reasons for such 
limitations. 


The recording shall reflect the initial discussion and all sub 

sequent discussions of the family's circumstances and include a 

statement of any special needs, how detormined, and whether they 
will be included in the budzet or met in some other way. 


& Special Needs. 
The adaptation of the pudget should de a flexible individualized pre~ 
cess. It is reasonable to expect that every family, at some time, will 
have needs in addition to the common factors that apply to all cases,— 
food, clothing, shelter, household supplies, utilities, etc, 


Special needs for the Fanil; Budget Unit and its individual membors, 
excepting the aon-clicziple child and housexeeper, may include: 


ae Unusual repairs or replacements or equipment. For instance, lunbder © 
for extensive repairs not includec in normsl items of upkeep; par- 
ment on needed furniture. / 

b. Salary of housekeeper of caretaker when necessary ane desirable for 
the best interests of the children. An adcitional amount maz be 
allowed for food when the housckeeper lives with the family. 

c. Medical and dentnl requirements including ap»vliances and dentures . 
when not availsole without cost throtgh local facilities or other- 
wise. 

a. Specisl educational needs not included in the budget schedule, such 
as expenses and reoquirenents incideat to speeialized training for 
older children. 

e, Other special needs indicated in the individual case, 


Evaluation of Needs, 

The material under this heading sugsests inowiries whieh mizht aid in deter- 

mining needs and in sae what is required to adequately meet them, 

1. Housing. 

Phrsical aspects of the hone? 

Are the living ané sleeping erraigenents adeouate for the family as 

to space and number of Yroons? Are chiiges contemplated? Does 

family nave heatiags and cooking facilities, ineluding utensils? Is 

Hees running water? Are there basie furniture needs, such as beds, 
mattresses, stoves, floor covering, ohee What are the possibilities 

me repairs Sot replacenents? Are play sen either in a yard 

or local playground, nvailable aud suitable? Are sanitary and 

plunbing facilitics adequate? 








bd. Social aspects of the hoke? 
Does tne hone fill the need of the child/chiléren for place to enter 
tain friends? Is hone sufficiently attractive so child is not 
ashaned of it? 


oe 
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ce Budget items for ho sing: 
at is the actual agpunt of rent? Are utilities included? Home 


owned by family? Whay is the amount of trxes paid? Are they 
d@linguent? If delinquent, what plan is family making, or what 
suggestion can worker:give? Are there encumbrances on the property? 
If so, what are the payments on principal and interest? How are 
these expenses being met? What assessinents are azainst the property 
and what is plan for pxyment? What repairs have been made in the 
past year? What was the cost and how met? What is acedat in the way 
of repairs at this tine, such as roofing, new foundation, painting, 
pluabding? 


Utilities. 

Unless the county uses a sliding scr2le budget schedule for these itcms, 
actual payment should be determined and averaged and, if vossiolc, 
receipted bills reviewed for verification, It may be secesssry to have 
the mother or caretaker keep a record of her bills over a six moaths 
period in order to determine the amount svent for this item, 


Food, 

Does the applicant heve knowledze of children's dietary needs? Are 
actual expenditures comparable with the anount determined on the basis 
ef the budget schedulc? 


Glothing, ‘ 
Do meinbers of the family heve adeauate clothing to protect them from cold 


and rain? Is clothing sufficiently attractive so as not to cause 
embarrassment in school or community? How docs the applicant's state- 
ment of estinated exocnditures for clothing compare with the allownnces 
on the budget schedule? 


Health, 

What mejor illmesses has family had? Any history of tuberculosis, mal- 
nutrition, chronic heart disense, etc? Are clinic facilities being 
utilized? Has me@ical care been received recently -nd from what source? 
What is present health condition? Frequency of colds, etc. Does mother 
or caretaker arrange svecinzl diet for any inemoer of the family? Docs 
fanily have dental needs? If ‘so, how are they being met? Are there 
needs for medicnl appliences, such as glasses, dentures, trusses, ctc? 
Are the available resources being uscd to meet them? 


School 

Are the children in regular attendance at school? What expenses do the 
children heve in connection vith school activities? How is the family 
meeting these needs? 


Miscellaneous Needs. 
RRR EAE es) - Seumnammamaeanesd 


a. Transportation: Wht smownt docs fauily spend for transportation to 
clinic, school, markets, etc? 


b. Insurance: What is amount of premiums on insurance carried by fanily? 
How is this met? 


ce. What are family's special educational needs and incidentals, includ- 
ing church, newspaper, recreation, etc? 


—Fes 
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Eoonamio Situatign. 


The interview with the parent and employed children should include a 
discussion of the earnines end contributions an@ should shaw in the 
ease of the minor child whether or not the parent has emancipated him. 


If family has any income from vroverty, how are exvenses for taxea, 
uvkeen, &nd eneumbrances met? 


If mother or some member of the family is self emplayed, os in laundry 
work, keeping boarders, etc., information should be secured regarding 
actual expenditures such as extra utilities, food, soan, etc. 


Debts. Are expenses met currently? Are there debts fram a neriod 
before aid began? What is the family's vlan for meeting them? 


OME. 


I. 


a 


Ineome Defined. 
Income is that which is actually available (not potential income). 


"Income" means net income after allowing for all normal items of 
expenses incident to its receipt. 


Smell Intermittent Incame. (Not basis for change in grant) 

The receipt of income in smell amounts, which is not received with 
sufficient regularity to be counted woon for partially meeting the 
recurring budsetary requirements as determined for the individual 
familv, shall not be a reason for adjusting the grant. Such income 
could be noted in the ease record without necessarily being itemized; 
for example, income from parents! occasional employment; occasional 
earnings of children in the fruit and other odd jobs; occasignal 
rent of rooms and sméll gifts in cash or in kind, and other similar 
types of irregular income. 


Regular ar Fixed Ineome. 


ae Verjficetion. 
Verification ef regular end fixed ineame shall he made through 
the emolgyer or other independent sourees wherever >ogssifle. 


The recivient'!s resnonsibility for notifving the county of changes 
in the finaneial situation, including chinges in inegme, should 
be fully discussed with him. 


‘ Reverification shall be made at least at time of reinvegtignrtion 
and oftensr if infgrmation is reesived ta indicate a change in the 
family's circumstances, 


bd. Determination. 
The amount of the znent is cetermined by deducting the fixed 
verified net ineome ¥raqr the total badzset for the Family Budget 
Unit. 


Ceo 


Reporting. 

If the recipient reports a change in incone which indicates an 
adjustment in the grant, the record should show the verification 
of the income, the date of the change and the adjustment made. 
Where a ghange in the grant is made, notice shall be sent to the 
State Department of Social Welfare on Form CA 238, 


4. Irregular, Fluctuating, Seasonal Income. 


ae 


Co 


Verification, 
These types of income are often difficult to verify promptly and 
sometimes impossible through an in@epencent source. 


The statement of the recivient may be accepted as a oasis for 
determining the grant. It is desirable that verification of the 
recipient's statement be made monthly but, in any event, at least 
every three months. 


Determination, 

The recipient's responsibility for notifying the county of changes 

in the financial situation, includiug changes in income, should be 

fully discussed with him, The recipient should be expected to keep 
a current reagrd of such inceme and report pronptly te the county . 
in a manner and at such time as the county may require. 


Reporting. 

The case record nust contain a complete and adequate report on the 
assistance plan, and the basis for changes in the amount of the 
grant, Where a change in the grant is made, notice shall be sent 
te the State Department of Social Welfare on Form 232. 


IV, DETERMINATION OF NEED AND AMOUNT OF THE GRANT. 


1. 


Family Budget Unit. 

All individuals living in the home have an eoononie relationship to 
the Fanily Budget Unit which must be taken into osnsideration in 
arriving at the amount of the grant. 


A Family Budget Unit comprises all persons in the home who are to ke 
ineluded in the budget. It is used to describe any eombination of the 
following: 


Be 


All minor children (under 21 years) not emancipated, provided 

Where ineligible minors are included in the Family Budget Unit, 
the total budgetary deficieney is met and the record clearly so 
indicates. 


The parent, or parents, if living at home, except an OAS, ANB, 
or APSB reeipient. 


e. Any person or persons (exeept OAS, ANB, or APSB recipients) who act 
as caretaker in place of the parents, but who are not caring for the * 
children on a board and care basis, snd whose income is not adequate 
to his/her support. 


Example: While Mr, and Mrs, Doe are hospitalized for tuberculosis, 
Mrs. Doe's sister agrees to live in the home to supervise the cli-~ 
gible children. Her only income samovnts to $10 per month, There 
fore, she is included in the Family Budget Unit for all items and 
the $10 appears in the budget as incote. 


Example: The father of the Doe children is deceased and their mother 
is unable to assume responsibility for them, For seven years the 
Doe children, who are receiving ANC, have made their home with their 
widowed grandmother, Her only income was $50 a month from a trust 
fund which was exhausted August l, 1941. The grandmother always has 
been willing to care for the children for the actual cost thereof, 
Therefore, the budget was estimated on a prorated basis with the 
children for rent, utilities and household operation until Auzust 

1, 1941,-when the grandmother was included in the Family Budget 

Unit and budgeted for all items. 


& Any housekeeper caring for the children as a member of the family 
unit when she is included in the ovudget for food, rent, utilities 
and household operation. (Her wages are included in the budget as 
a special item, 


e. The step=parent, who is willing to support the entire family, but 
whose earnings are iindequette to the undertaking, 


Exeeption: When a step-parent declines any financial responsibility 
for the children eligible to ANC, the children and their parent are 
eudgeted for clothing, food, personal needs, any special items, and 
for their prorated share ef housing, utilities, and household opera 
tion, Such a step-pareat is not included in the budget. In addition 
te meeting his own needs, it is exoected that the step~pareat, if 
able, will support the parent ef the children. Accerdingly, enough 
income from the step-parent should be shown to meet the parent's 
share of the budget. 


When such a steoeparent maintains e standard of living beyond the 
ANG budget limitations, it is expected that the stepparent will 
be responsible for the amount ody which the actual cost of housing, 
utilities, and household eperation excced the prorated allowance 
computed in accordance with the Budget Swamary. 





2, Rulings which authorize certain budgeting 


practices. 


a, Insurance? 
Premiums paid on insurance pelicies esrricd oa the parent and/or a 
ehild or children wider the age of 18 years not in excess of 34 a 
menth are ineluded in the budget for the family unit, 


58 


Exception: If the premiums are in excess of $4 on policies carried by 
permanently incapacited or tuberculous parents, or on a parent.come.. - 
mitted to an institution, the excess amount may be included in the, 
budget until or unless adjustment is made by the insurance company or 
paymeat of premiums in part or in full is assumed by an agency er a 
person other than the parent. 


The taking out of insurance after the beginning of aid shall not cause 
discontinuance of aid, However, it is presumed that counties will con=~ 
tinue to discourage the practice of taking out new insurance policics,. 


be Maintenance of Automobile, 
See Manual Section 142-10, 


c. Remarriage of Parent. 
Manual Section 196-30 refers to remarriage of mother, 


Proposed revision?’ 
ANC shall be granted to children who are otherwise eligible and whose 
parent has remarried if the stepeparent docs aot, and the parent is 
unable to, regularly provide support forthe child/children to the 
extent of maintaining minimum standards in the home in accordance with 
the rules and regulations ef the State Department of Social Welfare 

- after allowance for special, personal and other needs of the step- 
parent. 


dy les ef. Enancipatign. 
fe; Manual Section i-U0. 

e@. “vebts. 
Payment upon debts accumulated before apolying for ANC shall not be 
inoluded in the budzet, xcept that payments on amounts for replace- 


ments sueh as furniture gr household equipment may be included in the 
budget. 


3 Budgetiig: solicies. 






ags eof arent Living in the Home, en 
If the mother or father of the children for whom aid is being granted 
is working, all earnings are considered 2s family ineonc ta the Fomitily 
Budget Uait. If such employment calls for spewial items of experce, 
these shall be allowed in the budget, 





De Employed Minors, 
Employed minors include those who may be receiving ANC and earning 
small, intermittent amounts; who are regularly employed while attend- 
jug school; who work only in the vacatioa periods; .who may be employed 
part time and continulag an educational program, or minors over 18 
years of age who may have full time joos. (See Pages 10 and 11 for 
acceptable methods of budgeting net income from unemancipated minors.) 


To maintain stable family relationships 2ad te encourage. empleyed 


minors to remain in the home as hapor, partieipating members, general 
princioles as set forth herewith shall governs 
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(1) 


(2) 


(3) 


(4) 


T.2. requirements ineident to empl_, ent and ether special 
individual needs of all employed minors shall be taken into 
consideration in estimeting the budget for the family. 


The small occasional earnings from odd jobs shall not be 
cause for reduction of the ANC grant. 


That vacation earnings may be used for educational and other 
special needs on verification and recommendation of the county 
welfare department. 


For the regularly emoloyed unemancipated minor over 1% years, 
that definite allowances be made for lunches away from home, 
clothing in addition to amounts given in the basic budget 
schedule, allowances for dental and medical care; transvorta- 
tion; personal ellowances. (See Page 11 for Special Aliow~ 
ances fer Employed Minor Child.) 


Earnings of Unemancipated Minors. 
To meet different situations, methods for budgeting inceme from 
the earnings of the unemancipated minor, as indicated bélow, are 


acceptable; 
(1) Minors under 18 years. 


(2) 


(3) Net earnings determined as actual earnings less itemized 
expenses incident to employment, and special individual 
needs, or 


(b) Actual earnings as income an@ exoenses incident to em- 
ployment and other special needs shown @s "Special Items" 
in the budget. 


Minors ever 18 years, 


(a) If employed part time, or if earning an amount sufficient 
to cover actual needs only, budget as in "1" gr 


(b) Otherwise establish in the reoord that minor's carnings 
cover his own needs and provide no income to the Family 
Budget Unit. 


(ec) If regularly employed and actually contributing et least 
one~half of his net earnings, inelude minor as a member 
of Family budget Unit and ellow iter fer food in the 
budget according to basic schedule end actuel contribu- 
tion as income, 


(ad) If regularly employed and not actually ogntributing at 
least one-half of the net earnings, include minor in the 
budget fer basic items for food, clothing, and personal 
needs as shown in the basie ANC budget schedule, and 
show net earnings as ineome. Net earnings are gross 
earnings less voluntary deductions made by an empleyer 
or the Government, union dues and special allowances for 
the emoloyed minor, 


Ceunties may make a determination jn the individual ease 
on a factual basis for these items or use the amounts 
given in the following schedule as deductions for sveeial 
allewances. 
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SPECI an aLLOWANCES FOR THE EMPLOYED Mil... CHILD 





Items Anount 
Lunches away from home $ 7.50 
Clothing needs in addition to basic schedule %,00 
Transportation 4 .0C 
Dental and medical eare (Minimum; adjust to 
individu:l case) % 00 
Personal (including education, recreation, church, 
lodge, ete.) 15.00 
32750 
(Other items may be included if required in the individual 
case.) 
d. Earnings of the Emancipated Minor. 


Ce 





(1) If living in the home. 
The employed emancipated child living in the home shall 
not be budgeted, but is counted when determining size 
of the family for the purvose of budgeting the family 
unit for the items of rent, utilities and household 
operations. The amount of these items would appear in 
the budget for the family unit after deducting the 
minor's prorated share. 


The net contribution shall be considered as income to 

the Family Budget Unit. "Net contribution" is actual 
contribution minus food ver budget schedule and minor's 
prorated share of rent, utilities and household operation. 


(2) If living out of the home. 
If the emnloyed emancipated minor chiid has left tne nome, 
his actual contribution shall be considered as income, 


Contribution from Adult Children. 
Employed adult child. 


The adult child shall be held resvonsibdle for the support of 
himself end his parent to the extent of his ability. 


The employed adult child living in the home shall not be budgeted, 
but is counted when determining size of the family for the vure 
pose of budgeting the farily unit for the items of rent, utili- 
ties, and household operation. The amount for these items would 
appear in the budget for the family unit after deducting the 
adult child's prorated share. 


The net contribution to the varent of the edult ehild living in 
the home shall be ecnsidered as income to the femily unit. 


"Net contribution" to parent is actual contribution, minus food 
per budget schedule and adult child's vrorated share of rent, 
utilities and hcusehold overation, 


Contribution from OAS, ANB, and APSB Recivient. 


(1) In general, if the 04S, ANB, or APSB recipient is a parent 
of the child/children receiving ANC, his vrorated share of 


wll 
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t, utilities and household ope ions is deducted from 
the budget as determined for the other parent and children. 


(2) If the parent receiving OAS, ANB, or APSB is making a 
definite contribution to the Family Budget Unit from his 
grant, the net ineome to the family unit is determined by 
deduetinz food per budzet schedule and the individual's 
prorated share of rent, utilities and household operation - 
from the actual contribution. 


Income from Members of Household not included in the Family 
Budget Unit. 


Net income to the family unit from members of the household, other 
than the parent, who may be receiving OAS, ANB, or APSB, is actual 
contribution, minus food per budget schedule and the individual's 
prorated share of rent, utilities and household operations, 


Income in Kind. 


If income in kind, representing a portion of a budgetary item is 
received with sufficient regularity to be counted. upon for meet~ _ 
ing continuing needs, it should be evaluated and its estimated 
value determined on a monetary basis. Income from home produced 
foods such as the "Victory garden" for the use of the family only, 
need not be deducted. When income in kind is a total budgetary 
item,..such as free rent and free board, no evaluation need be 
placed on them és such items will then not appear in the budget. 


Income from Other Sources, 


(1) Income from property not used as a home. 


Clear Property 
Rent from unencumbered proverty will be considered as income 
after deducting average taxes and unkeen. 


Eneumbered Property 
Rent from encumbered property will be considered as income’ 
after deducting average taxes, interest, and uvkeep. 


(2) Pensions ~ Benefits, ctc. 


The possibility of resources such as pensions or benefits 
from life, disability, or compensation insurance, or from 
federal, state and eounty or municipal benefit funds, or 
from industrial concerns, lodges, or the possibility of 
damages from an agcidental death, should be investigated and 
verified, and recorded in detail. 


The amount of income from sueh sources, if received in monthly 
installments, shall be verified and shown as "Income" in the 
budget : 


(3) Monies Received from Other Sources. 
See Manual Sections 141-05 and 146-00. 


(4) Loans. 
Loans shall not be considered income to the recivient when 


they emanate from non-responsible relatives, friends, persons 
~lLe- 


¢ geneies, including fraternal, evolent and non=profit 
organizations, on whom there resta no legal obligation for .. 
support. 


Loans from a responsible relative may be tonsidered as income 
to the individual because of the legel responsibilities of 
the relative, provided the responsible relative has the 
vecuniary ability to contribute the amount of the loan; on . 
the other hand, the loan may not be considered income when 
the relative has no such vnecuniary ability and the loan must 
be repaids 


' It. will be necessary to rerevtluate cash and seeurity hold 
ings on the first of the month following the receipt of the 
loan to determine whether such holdings are within the 
maximum permitted. 


(5) Court Orders. 


When there is a court order for the full or partial support 
,of an applicant or recipient, he sh.l1 be considered to have 
income in, the amount awarded by the court for his support; 
however, unon a snowing that the court order is not enforce- 
able because the person ordered to pay is unable to do so, 
or where there is lack of jurisdiction, or uoon a showing 
that the applicant or reoinient has made a request of the 
court for enforcement of the order, the actual amount deing 
received under such court order shall be considered in de~ 
termining the amount of the grant, 


The case record shall show the date of the court order and 
its provisions, When the amount of income is less than that 
provided in the court order, the case record shall show the 
facts which lead to consideration of a lesser amount in de~ 
termining the amount of the grant. 


4, Instructions for the Use of Form General M48, Budget Works, Sheet 


The Budget Work Sheet is for use in commting the amount »+ suet 
to be granted in individual cases. Its use is not compulj9 
provided a county has an acceptable form already in use, +4, 
cases are to be considered aeeorcing tothe current budcetary: 
standard, and each cage, regord must indicate clearly the néthod 
of comouting the budget, A supply of the Budget Work Shee 

Form Gen Mug, may be secured from the State Department of Fond 
Welfare, 616 Kay Street, Sacramento. = os 





Consult the Budzet Summarv, Form Gen M45, for individual and 
family allowances in your cowmty,. 


Fill in the top of the Work Sh-et with the case information re- 
quested. The prge is divided into sections designated A, B, etc, 
The following instructions and explenations refer to the sections 
so lettered. 


a. List by name, sex and age, the members of the Fanily 
Budget Unit, 


From Form Gen M45, enter for each person the appropriate 
anounts in the columns Food, Clothing and Personal Needs, 
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§ ial Items; Enter the cost of cial diets, lunches 


away from home, etc. Housenolds of two persons only should 
be allowed an additional 10% for food. Any other individual 
allowances of a special nature granted mouthly are entered 
in this column, 


Total vertically the columns for Food, Clothins, Personal 
Needs. and Special Items, and carry these totals to the 


appropriate spaces under "F", 


List here all other persons living in the housenold but who 
are not included in the "Family Budget Unit." 


Amount and Source of Income: Typical entries in this column 
might be "Pension $25", or "OAS $40." 


Actual contribution to Family Budget Unit: In this column 


enter the total amount the person pays to the family each 
month ~-- that which he pays for his own room and board, plus 
any additional assistance te the members of the Family Budget 
Unit. 


Net contribution to the Family Budget Unit: Enter here the 
portion of tne above amount which is considered over and 
above the cost of this verson's share ef food and househeld 
expenses. The total of this column is income and, according- 
ly, is carried forward as an item under "H." (Column headed 
"Food" to be used when computing net income.) 


Examplet A grandfather in the home, receiving OAS $40, might 
pay, the mother $25 a month for his room and board. Of this 
amount $7.50 might be net, that is, the actual contribution 
minus food per budget schedule and prorated share of housing, 
utilities and household operation, In such an instance, the 
amounts in tne columns in Section B would be: 


Amount & Source Actual Contribution Net Contribution to 
_ of Income to Family Zudcget Unit Yanily Budget Uni Bi 
OAS $40 ped #1. 50 


cluding members of tne "Family Budget Unit'§ and any other 
persons living with them, This number wil¥ equal tne sum of 
persons listed under "A" and "B," 


Gnter the total number of persons living Pes household, ir} 


Housing and Utilities: These items are t¢ ve listed as paid. 
The Budget Summary gives the county standgirds based en local 


surveys, and will serve as a guide in avgrage cases, 


Upkeep on unencumbered homes; Note thay the county may allow. 
15% of the local rental value ef the dwelling, not to exceed 
the rental standard, plus $4.17 a mont# ($50 a year) for up- 
keep and repairs, Amounts for samt? Les ¥OF different size have 


been computed for the rental standapds, 

Property payments and upkeep on encumbered names) Allow as * 
paid, up te tne equivalent of the rental’standard*fer a family 
ef same size, 


ell 


a, 


Se 


f. 


&e 


h. 


i, 


Je 


kK, 


1. 


sehold operation; - Refer to Fo en Mue for the itemized 
list of needs covered by this alluwance, Should any of these 
supplies be available from other sources, do not deduct from 
this allowance but enter the value of tne items received under 
"J" where it will be counted as income, 


To compute the share of housing, utility, and nousenold oper- 
ation expenses to be budgeted for tne members of the Family 
Budget Unit, use the fraction indicated on the Work Sheet, 


Mxample: <A Family Budget Unit includes 3 persons. (Listed 
under "A"), Otnmer persons living in the household: e 
(Listed under "B"), Total in the household: 5, The snare 
of expenses allocable to the Family Budget Unit is, in this 
case, 3/5. If tne total expenses under "C" were $20, the 
share allocable to tne Family Budget Unit is 3/5 of $20, or 
$12, Accordingly $12 will be entered under "D", 


Fiucation and Incidentals; Enter the amount given on Form 
Gen M45 for tne number of persons in the Family Budget Unit | 
and any additional items which may be needed in the individual 
case, 


Transpartation: Allow necessary bus fare, carfare at local 


rates, or estimate cost of upkeep of automobile if needed for 
transportation, 


Insurance: Allow imsurance as paid, up to a maximum of $4 
monthly per family. 


The totals here nave been carried forward from "A", 


Record nere the totsl family outgo, or tne sum of the amounts 
under "D", "E", and "F", Carry this total forward to the 
space indicated on the line below. 


Hnter here the sources and ameunts of income to the Family 
Budget Unit (except Aid to Needy Cnildren which is snown 
under "L"), Note that the total "Net egntribution to Family 
Budget Unit" under "B" is carried forward here, 


Indicate here the net returns from home produced foods and 
value of commodities received regularly by family. See 
attached sheet regarding monetary value of milk from family 
COW. 


The total income is tne sum of the amounts entered under "H" 
and "I", Carry this amount forward to the space indicated 
under total outgo below and subtract. 


Budget deficiency; The result of "Outzo" (g) minus "Income" 
Oy 


The actual grant for Aid to Needy Children, based on "K", If 
the grant is less than the budget deficiency under "K", indi- 
cate the amount of county supplementary aid granted, If 
there remains a deficit not covered by county supplementary 
aid or other assistance, an explanation should appear under 
"Remarks", 
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(Note that any deviations from the dgot allowances must be — 
indicated. See also "L" above. ) 


Care should be taken in deviating from the budget allowances, not 
to deduct from clothing allowances for items available and at the 
same time counting the value of such items as income, since this 
is equivalent to deducting twice for these items. The correct 
procedure is to enter the clothing budget as given on Form Gen 
M45, and to consult the itemized clothing budgets, Form Gen MuO, 
for the annual cost of such items, Divide tnis total annual cost 
by 12 to secure the monthly amount, and enter this amount under 
"I" where it is considered as income, 
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ForM Gen M45, REVISED Fesruary wets COUNTY 
STATE OF CALIFORNIA 
DEPARTMENT OF SOCIAL WELFARE PRICES AS OF_ 


BUDGET SUMMARY ~ AID TO NEEDY CHILDREN 





10 COMPUTE THE MONTHLY BUDGET FOR A FAMILY UNIT: FILL @UT BUDGET WORK SHEET, FORM GEN M48, USING AMOUNTS 





GIVEN BEL@W FOR FOOD, CLOTHING, AND PERSONAL NEEDS OF EACH PERSON, AND SPECIAL AND FAMILY ALL@BWANCES AS DEw 
SIGNATED. ANY DEVIATSONS MUST BE EXPLAINED iN FULL ON THE BUDGET WORK SHEET, WITH EXCEPTION OF THE AMOUNTS 
FpR }TEMS SUCH AS RENT AND UTILITIES, WHICH ARE "aS PatD'’, STANDARDS FOR THESE ITEMS, BASEB ON LOCAL SURVEYS, 


ARE GIVEN AND WILL SERVE AS A GUIDE IN AVERAGE CASES. 











INDIVIDUAL ALLOWANCES PER MONTH: SPECIAL INDIVIDUAL ALLOWANCES 


a 
IND IVADUAL F8OD cLoTHing | PERSONAL 


\ 8 


To BE ENTERED UNDER “SPECIAL ITEMS" ON BUDGET 
WORK SHEET: 


ACTIVE MAN a acd 5 486 


INCAPACITATED MAN * 86 
FAMILY OF TWOs AbD 10 FOOD ALLOWANCES 
HOUSEWIFE 1.06 | ip oF " 
SPECIAL DIETS, LUNCHES AWAY FROM HOMES REFER 
PRY 18 x 20 NEARS 86 TO SPECIAL RECOMMENDATIONS, 
gin. ag = overs | | 





| OTHER INDIVIDUAL ALLOWANCES: AS NECESSARY» 
Boy 217 YEARS Bs a 86 





GIRL 13 = 17 YEARS IE 1.06 
BOY ~ $2 YEARS aE 6} | | JF INCAPACITATED MAN JS BEDRIDDEN, SUBSTI TUTE 
2 at | 60% OF THIS AMOUNT FOR CLOTHINGs 
GIRL 9 » 32 YEARS 61 + bee 
OVERS INITIAL COST OF CLOTHING AND BEDDING 
BOY 6 + 8 YEARS Bt a 26 FOR BABY'S FIRST YEARe NO MONTHLY ALLOWANCE 


GIRL 6 = % YEARS std of) 

CHILD 3» 5 YEARS ON ae AAA cod +63 

ND 9” ae 
tinea 


BABY @ 11 MONTHS 


BABY UNDER 5 MONTHS ued **YEAR 


FAMILY ALLOWANCES PER MONTH a a a Ne Sie 


ITEM MONTHLY ALLOWANCES PER 
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Revised March 1943 


The Family Cow 


The average family cow will produee from two te three gallons of milk daily, ten 
months out of the year. The so-called "family cow" is not usually a high producer 
such as a pure bred dairy cow whieh may produce five gallons or more milk daily. 


Milk in rural areas is figured on a butterfat basis. The value of butterfat plus 
skim milk en a yearly average is 65¢ per pound. The averaze cow gives about 5,000 
pounds of milk yearly, of which 250 pounds will be butterfat. Extension agents 
usually figure that half the income from the gow goes to feed the cow, 


Yearly Allowance for Upkeep of Cow 


6 tons hay per year (avempze price $22.50 per ton) 

Pumping charge for watering pasture ($5 *o $10 per aere per year) 
Service fee is abouts $2.50, depending on local priee 
Approximately 1800 pounds of grain ooncentrates 


.. Determination of Net Value.of.Iwe Gallons Milk i}, r One mani he erage 


& 





Value of two gallons milk daily for one month @ 0d per gallon. . . $24 


Approximate cost of upkeep of oow for one month 


1/2 ton hay @ $22.50 per tons eee eee eee oe » P11 
5 pounds grain concentrates per day. . + s+ e« 0 « « 
(150 pounds per month @ $45 per ton) ......s. 3.00 
Pumping Charge ($6 per year) . 2.0 + se sew ewe 50 
Service fee ($2.50 per year) ee Les lee DR eee . 8 aed - 15. 
Net value of two gallons milk daily for one month... 3 9. 


Accordingly, if a family keeps a cow giving approximately two gallons milk daily, 
list as "income" $9 monthly on the Budget Work Sheet. This amount is entered 
regardless of whether the family consumes the milk or sells it, since the cost of 
the family's milk needs is still added in the food allowances, 


Vv. 


ADJUSTMENTS IN GRANTS. 


1. Governing Rulings. 


ae 


dD. 


Qe 





as 


Acceptable Proce lures in 


Changes of status within the month. 
If ineligibility during a month can not de foretold, the status as of 
the first of the month shall be controlling for that month. 


If ineligibility exists as of the first of a month during which 
child/children become eligible, aid shall be granted from the date on 
which eligibility is shown. 


Adjustments due to changes in income. 
WGurrent month" refers to current calendar month, 


Counties shall set up procedure to effectuate »djustments in the 
amount of the grant due to changes in income in the month following 
the current month. In no event shall a decrease in the grant be ef 
fective later than the first of the second month following the current 
nonth, To effect an increase in the grant, the adjustment must be made 
eet the month following the current sonth. (Department Bulletin 
66-B 


In case the receipt of income is not discovered within the tine linits 
indicated and upon discovery it is found that the aid paid, together 
with income received, exceeded the needs as determined for the Fanily 
Budget Unit, no reimbursenent shall be required unless or until the 
recipient has resources other than the ANC grant and income required to 
meet the budgetary ceficieacy of the Fanily Budget Unit. Action under 
Section 1506 of the Welfare and Institutions Code is open to the county 
if there is indication that aid has been secured by fraudulent device. 
Making Aéjustnusats Due to Changes in Income. 

A procedure whereby the adjustment in the grant during the month 
following the current month is based on the income received during the 
current month, or 


A procedure whereby the adjustment in the srant during the month 
following the current sonth is based on incone received during a 
thirty~day period beginning not later than the sixteenth of the month 
preceéing the current month. For exaiple, if the county establishes 
the “incone determination period” as the thirty days between the 
eixteeath of the month preceding the current month and the fifteenth 
of the current nonth, the procedure which is outlined herewith would 
be in order. 


The county, with the required participation of the recioient, would 
evolve orocedure whereby changes in the financial situation of the 
femily, including changes in iacone received curing the "income 
determination period" would de reported to the county office promptly 
following the fifteenth of the current month in order to effect a 
change in the grant the first of the following nonth, if possible, 
provided an adjustment is indicated, 


" Adjustments, 


The incone received during the "income determination period” would de 
consi@ered in determining the amount of the gront, The grant in the 
amount so ¢etermined would be made the first of the month following the 
current month, if possible. 


ali 


If a change in ‘amount of aid’is indicated du 9 income received™during- 
the "income determination period” and it has not veen possible tp make the 
change in the grant for the month following the current month, these ad- 
justments are possible, 


1. If the amount of the warrant issued is in excess of the need as 
determined for the individual family, accept a refund from the 


recipient for the over~-payment prior to the close of the month 
following the current month, 


2. If the amount of the warrant issued was less than the amount re- 
quired to meet the needs as determined for the individual family, 


issue a supplemental warrant prior to the close of the month 
following the current month. 


Example: Mrs. Jis budget for herself and three children is $92.50, She 
receives $25 net contribution from her deughter, age 22, and $67.50 ANC to 
meet the defiecieney. On the 16th of September, Mrs, J. reports that the 
daughter was married and left the heme on September 12 and is ne longer 
able to assist, This is verified by the notice of the daughter's marriage 
and a statement from the daughter. An increase in ANC of $25 is approved 
effective October 1, 1942, to meet the budget for the family unit, 


On October 16, Mrs. J. reports receiving a first payment of OASI of 
accumulated benefits in the amount of $120 on October 2 and that the 
monthly payments will continue at 332,50, ANC is discontinued as of the 


end of the current month, October 31, oecause of the receipt of excess 
income. 


No aid is granted for the month of November. 


ANC is restored December 1 at $60 to make wp the deficit in the budget, 
taking into consideration the OASI monthly venefits of $32.50. 


Example: Household consists of mother and 3 children eligivle to aNC, and 
one child over 21. The odudget is determined at $100, the net contribution 
from daughter $15, deficit in ANC, $85. Work in the cannery season for 
mother and daughter begins in May and lasts until Octeber. Zernings vary 
each month, The record indicates that the family owns their home which is 
in need of repairs estimated at $50, It is agreed that summer earning 
may be used toward this speeial need. $10 a month will be added to: the 
budget to cover the monthly cost. 


On June 16, Mrs, B, reports her earnings of $50 for the incone deteruina- 
tion period (5/15 to 6/15), Wet contribution from daughter is $20. The 
budget has been inereased $110 to include narment on repairs; therefore, 


the deficit is shown as $40 and the grant in this amount is issued July l, 
1941, : 


On June 16, Mrs. B. reports her earnings of $50 for the iacone ghar nor 
tion. period (5/15 to 6/15). Net coatrioution from daughter is $20. The 
budzet has been increased te $116 to inclute parmenat on repairs; ihorersre, 
the deficit 4s shown as $40 and the graat in this amount is issued July 1, 


1941. 


On July 16, Mrs, B, reports ineone including net contribution from 
douchter at $90, The August ANC grant is therefore issued for $20 to 
make up the deficit. 


On Aucust 16, Mrs, B, reports on income of $120. ANG is discontinued 
August Bhs 1941, as income meets the pucget of $110, The family is 


~13- 


self-supporting in September and October. In Novomber, restoratian is 
requested inasmuch as the income for October ts $50 and aid is restored 
November 1 in the amount of $50 to meet the budgetary deficiency. 


In oases where the inceme fluctuates in small amounts from month ta 
month, the average over & three months! period may be used as @ desis for 
a change in the grant in the following month in the amount that the 
average 9@ determined exceeds the need. If the average over such three 
months! period approximates the deficiency, no change in the grant is 
required, 
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IN REPLY PLEASE REFER 
TO: 


DEPARTMENT BULLETIN NO. 239 (C.W.S.) 


TO; COUNTY BOARDS OF SUPERVISORS 
COUNTY WELFARE DEPARTMENTS 
COUNTY AUDITORS 


Subject: CWS-51 Reports - Revised 
Instructions 


The U. S, Children's Bureau has issued revised instructions re- 
lating to monthly statistical reporting on CWS-51 forms. In order that we 
may comply with the new instructions, Sections 800-43, 800-46 and 800-52 
(Child Welfare Services) of the Manual of Policies and Procedures are being 
revised as shown below. These revisions are effective immediately and 
should be followed in preparing statistical reports covering the month of 
October, 


You will note that (a) the age limit has been set at 21 years; 
(b) nieces and nephews have been added to the list of relatives; and (c) 
investigations made at the request of other agencies are now included in 
the reports, 


Section 800-43 has been completely revised, In Sections 800-6 
and 800-52 the underlined phrases have been added to the original text, 


Sec. 800-43 Definition, Children Accepted for Service 
Cws 


The Child Welfare Services report should include 
all children whose problems have been given individual 
consideration, including (a) those receiving continued 
service; (b) those referred to other agencies; and (c) 
those for whom investigations are made at the request 
of other agencies, Include children on whose behalf 
day-care counseling is given unless the service is lim- 
ited to providing information. 


Do not include children for whom service is limited 
to a determination or reexamination of eligibility for 
financial assistance; children on whose behalf requests 
are made but to whose problems no individual consideration 
is given; or children receiving service from workers whose 
only duties are to provide service as agents of a juvenile 
or probate court, or as part of an institutional program, 


Sec. 800-46 General Instructions 
CWS 


The unit of count is the individual child under 
el years of age for whom the GWS worker has assumed 
definite responsibility for care, supervision, or service 
during the month, If a worker's contact with a family 
situation involves CWS in behalf of all children in the 
family, all children should be counted. When one child 
in a family receives some special form of CWS and no ser- 
vice is given to other children in the family, only one 
child should be counted, 


County or local area--Inter the exact geographical 
area covered by the report. 


Type of worker-~Place a check mark in the box to the 
right of "CWS", 


Sec. 800-52 Section B, Whereabouts of Children on Last 
Day of Month 
CWS 


Item 9. In nome of child's relatives. 

Enter the number of children who were re- 
ceiving service while in the home of a relative of 
the child whether or not the degree of relationship 
involved legal responsibility for the child's sup- 
port. 


For the purposes of this report, the def- 
inition of "relatives other than parents" is the 
same as that used by the FSSB under the ANC program 


with the addition of niece and nephew. (See Sec, 
628-00, Payees Eligible under Social Security Act.) 


Very sincerely yours, 


Qa WEES 


CHARLES M. WOLLENBERG, Director 
Department of Social Welfare 


Department Bulletin No. 239 
Page 2 
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' DEPARTMENT BULLETIN NO. 240 (ANC) 


TO; COUNTY BOARDS OF SUPERVISORS 
COUNTY WELFARE DEPARTMENTS 
COUNTY AUDITORS 


Subject: Limitations in Federal Participation 
in Aid to Needy Children Payments 


The following change in policy and procedure is effective in new cases 
immediately and on current cases at time of annual reinvestigation. 


A recently issued Social Security Board policy limits Federal participation 
to Aid to Needy Children payments made to cover the needs of the child/children eli- 
gible to Federal participation and persons essential to his well-being (such as 
parents or relatives acting in the place of varents) and excludes children ineligible 
to Federal participation. The entire household overhead (Item C of Gen M48) however, 
is defined as a need of the child/children eligible for Federal participation and 
persons essential to his well-being and, therefore, is allocable to them in deter- 
mining the Federal matching basis. The new policy permits allocating to the ineli- 
gible child/children, any income which is not specifically designated for the eligible 
child/children. For these reasons and because of the size of the grants in relation 
to Federal matching, very few cases will present conflict with the new Federal policy, 
Such cases might be those in which there is income specifically designated for the 
eligible children, such as OASI. 


There is no change in the general State policy which permits including all 
unemancipated children in the Family Budget Unit. (See Department Bulletin 209, 
pages 7 and 8.) 


In all cases the county must identify any child/children ineligible to 
Federal participation or to State and Federal participation who are included in the 
Family Budget Unit. Indicate such ineligible child/children on Form Gen MUS (or 
substitute form) by red check mark or other symbol. 


In those cases where there are child/children eligible to Federal parti- 
cipation as well as child/children ineligible to Federal participation, show the 
total budgetary deficiency excluding the needs of the ineligible child/children, by 
eae this figure in the section added to the Revised Gen MUS (See attached 
sample). 


If the budgetary needs of the Family Budget Unit, less food, clething, and 
personal needs of the ineligible child/children in the Family Budget Unit less any 
income specifically designated for the eligible children equal or exceed the maximum 
basis for Federal participation ($18 for one child and $12 for each additional child) 
there is no conflict with the Federal requirement and the case will be handled in the 
usual way. 


If, however, t vudgetary needs of the Family get Unit, less food, 
clothing, and personal needs of the ineligible child/children in the Family Budget 
Unit, less any income specifically designated for the eligible children, are smaller 
in amount than the maximum basis for Federal participation for the eligible children, 
a separate computation must be made to determine the actual Federal matching basis 
for the eligible children. 


EXAMPLE 1: 


(No income designated for eligible child/children) 


Family consists of mother, 2 children eligible to Federal parti- 


ci 


pation and 1 child ineligible to Federal »articipation. There 


is no income and total budgetary needs are $95. 


Gen M48 would show the following under Section Ml, 2, and 3. 





Me TO BE COMPLETED IF CHILD/CHILDREN INELIGIBLE TO FEDERAL PARTICIPATION INCLUDED IN A 


le 


30 


TO BE COMPLETED IF ANY INCOME DESTONATED FOR ELIGIBLE CHILD/CHILDREN 


Si 
Fe 
co 
re 


(N 
in 





NUMBER CHILOREN ELIGIBLE TO FEDERAL _ 2 [NELIGIBLE TO FEDERAL pr 
TOTAL BUDGET FOR FAMILY UNIT (Glee we eo seo reve n eee nenves 95 
NEEDS SHOWN IN A FOR CHILD INELIGIBLE TO FEDERALe op eo eo ee eo ee 0 
BUDGET LESS NEEDS OF CHILD INELIGIBLE TO FEDERAL (1 MINUS 2)» 9» © e 9 @ $75 


(THERE 1S NO INCOME DESIGNATED FOR ELIGIBLE CHILDREN, THEREFORE ITEMS MH aND 5 
WOULD NOT BE COMPLETED) 


nce budgetary needs less needs of ineligible child exceed maximum 
deral matching basis of $30 for two eligible children, there is no 
nflict with the Federal requirement and no further computation is 
quired. 


OTE: If the exceptional situation should arise in which there is no 
come designated for the eligible child/children, but Item M3 is less 


than the Federal matching basis ($18 for first child and $12 for each 
additional child) Item M3 would then become the basis for Federal parti- 


ci 


EXAMPLE 2: 


pation.) 


(Income designated for eligible children) 


Family consists of mother and 3 eligible and 2 ineligible children. 


Th 
Be 


e 3 eligible children receive OASI benefits totalling $45 a month, 
cause of low rental the total budget needs are $120. 


The present method of computing Federal participation in this case is 


as 


follows: 


TOTAL. BUDGET NEEDSe w eo se eee eoer ere eee ere oa oer eon nee 120 
LESS INCOME FROM OAS] BENEFITSe » 0 « © ere ere ere seve evee ee 4 
BUDGET DEFICIENCY AND AMOUNT OF GRANT @ ao oe we eo pee reer ee poe 15 
MAXIMUM AND ACTUAL FEDERAL MATCHING BASIS 2 © « ov ee ee ee be oe @ $ ho 


wo 


Me 


ee 


Ze 


TO BE COMPLETED IF ANY INCOME DESIGNATED FOR ELIGIBLE CHILD/GHILDREN 


\, 
bY 


dle PALA da nonuhth dh Baar carts ckndbten: the Gen MUS 


aa show the following under Section M, Items 1 through 5. 
TO BE COMPLETED IF CHILD/CHILDREN | INELIGIBLE ‘To FEDERAL PARTICIPATION \§ INCLUDED IN A 
NUMBER CHILDREN ELIGIBLE TO FEDERAL _3_ INELIGIBLE _2. 
TOTAL BUDGET FOR FAMILY BUDGET UNIT (G)e we pa eo ope ove veers ve en $ic0 
NEEDS SHOWN IN A FOR CHILD INELIGIBLE TO FEDERAL © oe oe eo eo ee oo ho 
BUDGET LESS NEEDS OF CHILD INELIGIBLE To FEDERAL (1 MINUS 2) wow» a» e we § 80 





INCOME DESIGNATED FOR CHILOREN ELIGIBLE TO FEDERAL eoeaeer eee eves ; 45 
BASIS FOR FEDERAL PARTICIPATION (3 MINUS hye oo ep eervrre eee ee we 35 
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METHOD OF REPORTING ON CERTIFICATE OF ELIGIBILITY IN NEW CASES 


If Example 2 is a new case the basis for Federal participation (Item M5, or 
in the exceptional case Item M3) shall be reported under Item 12B on the Certificate 
of Eligibility (Form CA 201) as follows: 


NEW CASES ~ CERTIFICATE OF ELIGIBILITY, CA 20% 





128 VERIFICATION AND EXPLANATION OF 
ASSISTANCE PLAN 


12A ASSISTANCE PLAN = BUDGETARY GASIS FOR 
DETERMINING NEEDS 


GEN MES 9~10—44 
LET 9=5=44 COAST BURe 


1) TOTAL SUDGET FOR THE FAMILY UNITe 09120 
2) TOTAL INCOME TO FAMILY UNIT « oo $ 45 
3). DEFICIENCYs «ee peceeene $ 15 


4) ANC GRANT eo eeoiccesnseee $75 BASIS POR FEDERAL PARTICIPATION $35 





METHOD OF REPORTING ON NOTICE OF CHANGE IN CURRENT CASES 
If Example 2 is a current case the basis for Federal particivation (Item Mf, 
or in the exceptional case, Item M3) shall be reported on the Notice of Change (Form 
CA 232) under REASON FOR CHANGE, as follows: 
"Basis for Federal Participation $35.00" 


METHOD OF REPORTING ON CLAIM 


The above case would appear on the county claim as follows: 









JASIS FOR STATE PART» | BASIS FOR 
EL 10 Fide NELs TO FEDe FEDe PARTe 
$75 $ho | $35 


WARRANT AMOUNT 















The actual Federal, State, and County shares would be: 
A FEBS. LOPATE County 







$19017 





Manual Section 627-20, Apportionment of Grants on Pay Rolls or Claims, will 
be revised in accordance with the above procedure as soon as administratively 
possible. 


Very sincerely yours, 


Scalp diane Open pln 


CHARLES M. WOLLENBERG, Director 
Department of Social Welfare 
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STATE OF CALIFORNIA DEPARTMENT OF SOCIAL WELFARE 





SURNAME 
CITY. 


ADDRESS 


BUDGET COMPUTED BY. STATE NOs 


























DAT COUNTY NO» 
Ae LIST THE MEMBERS OF THE FAMILY UNIT™ 
NAME SEX | AGE rood =| corning | PRRSOYAL I recreation | “TFpugt 
Ogg ascii eogenaeaanier ee = aioe ce 
A Oe Re aed ee 
2 oe 
ee | 
\ ee ae re | 
oe el ae 
é ge 
ee 
6 Se ga 
9 { 
__TOTALS (CARRY FORWARD To Felueceecesececes '$ $ i i$ 5 \$ Pet 
Be LIST OTHER PERSONS LIVING IN HOUSEHOLD 
RELATION TO AMOUNT AND FOOD ACTUAL CON= 
NAME SEX | AGE HEAD OF soURcE OF a Res tia ae 
FABTUY atid ING NET INCOME) \ 





i 
e So 
a, Be eck sk 
aa 
3 aoe 
COMPUTE SHARE OF HOUSING: TOTAL(C) MINUS (D) (SEE BELOW) ieee 
TOTAL NET CONTRIBUTION TO 0 FAMILY UNIT (ACTUAL CONTRIBUTION MINUS TOTAL FOOD AND HOUSING 


NO PERSONS IN HOUSEHOLD WHO SHARE ITEMS LISTED UNDER cy | oa 
(Tetat A PLUS Ulasetonegvensires ‘He INCOME (Give SouRCcE) | AMOUNT 
Ce HOUSING (CHECK WHICH) AMOUNT 


TOTAL NET INCOME 
FROM (3) 








}} 





[Cc] Rent on 7) PROPERTY PAYMENTS AND/OR UPKEEP. « 
UTILITIESS ELECTRICITY ee ep eaves eeesteor 
GAS wee ameerrerreeosoreevrs oe 

HEATe Cp op oe 8 

oi e9eeeded 6 

ARBAGE REMOVAL ¢ e®eeboeveeoe dé 

HOUS EHOLD OPERATIONS « eoeere eee eee vee @ 


In ee eae cereeeentiaieadaieeimeniatiiammemmenamnadendemamemeciseememnaetemmentemnmeninoneneeememetemeeeettieaneieitieatieeeene eae a a eee nea 


TOTAL (0) se oe be ¢eopevserses 
De COMPUTE SHARE OF TOTAL (C) ALLOCABLE TO MEMBERS OF FAMILY UNIT 
AS FOLLOWS? FRACTION 
N F_PERSON = 
NOQe OF PERSONS (Cc 
COMPUTE FRACTION OF TOTAL (C) AND RECORD ANSWER HERE 
Ee ADD: EDUCATION AND INCIDENTALS » e eo ce vee es 
TRANSPORTATION @ eo ee ewe eer eeeee 
INSURANCE Be eee eee nee eee sene 
OTHER 
Fe ADD ALLOWANCE TOTALS UNDER CAD: 
FOODy we do va eo evece 
CLOTHING. oe ee @ 8 eww 
° 


6 


eos eve eemweoeee”?e ¢ 


@aeeteeee 


HIE 





Te OTHER RESOURCES 





PERSONAL NEEDS. eos¢ee9e 
SPECIAL ITEMS 6 0 eo o © 


eoevuzw¢ 
es eo @ 
es er? @ 


eo e@ee 


| 


® 
® 
e 
e 


eo e@ @ @ 
own ee € 


Ge TOTAL CUDGET FOR FAMILY UNITS we wc ceeevecve Je TOTAL INCOMES 


ee aS PR Ra aT Cape ROT ee pe ee ae epee erat ieee eT eee arr 
TOTAL BUDGET FOR FAMILY UNIT (G)e wpe oer eeroseovevtiserevrerv son 





ee rina 
INCOME TO FAMSLY UNIT (J) © wee oonreereresrerrerevreererrer eons 


Ke “BUDGETARY DEFICIENCY» wo CeCe eecerereeee ee eee eee ere oerr em 


FR idecincionieneenve 


¥ Rirenncniieinnninenin 


Le AMOUNT OF GRANT 2 a's ee oe ee . ° ee e¢eesgee74neeetveeeee eee eee & 


Form Gen Mls, Revisen Octoser, 1944 
BUDGET WORK SHEET » AID TO NEEDY CHILDREN 


Me TO SE COMPLETED IF CHILD/CHILDREN INELIGIDLE TO FEDERAL PARTICIPATION IS INCLUDED IN As 


NUMBER CHILDREN ELIGIBLE TO FEDERAL INELIGIBLE TO FEDERAL 

fe TOTAL BUDGET FOR FAMILY BUDGET UNIT (CG) me eee ecereerrecrecseseeeoee © 
2 NEEDS SHOWN IN A FOR CHILD INELIGISLE TO FEDERALe ov eevee seeesvevece $i 
34 BUDGET LESS NEEDS OF CHILD INELIGIBLE TO FEDERAL (1 MINUS 2)p pe eo vee esee Diane cnd 
TO BE COMPLETED IF ANY INCOME DESIGNATED FOR ELIGICLE CHILDAEN. 

hy INCOME DESIGNATED FOR CHILDREN ELIGIBLE TO FEDERAL coe peeve cere neve e $$ 


5e DASIS FOR FEDERAL PARTICIPATION (3 MINUS 4) po gp eo vevreveorcoeresveves So 


Sacramento 
November 2, 1944 


DEPARTMENT BULLETIN NO. 2h2 (Selective Service) 


TO: COUNTY BOARDS OF SUPERVISORS 
COUNTY WELFARE DEPARTMENTS 
COUNTY AUDITORS 


Subject: Selective Service System 
Appropriation for Medical 
and Social Information 


The Social Security Board State Letter #39 makes the following statements: 


"The Selective Service System has obtained in its 1945 appropriation, the 
amount of $1,000,000 for the purpose of meeting certain costs incurred by public 
assistance agencies during the fiscal year July 1, 1944, through June 30, 1945, in 
gathering medical and social information concerning registrants, as part of the medi- 
cal survey program. 


"On July 4, 1944, the National Director of Selective Service formally re- 
quested the help of tne Social Security Board '. . . in the proper effectuation of 
the purposes of the Medical Survey Program. . . particularly with regard to the 
fiscal liaison with State Departments of Public Welfare in the several States.' On 
July 18, 1944, the Social Security Board signed an agreement that the Selective 
Service System will act jointly in determining the policies governing allocation of 
funds among the States and the amounts to be allocated, 


"Beginning July 1, 1944, and continuing through June 30, 1945, the Social 
Security Board will pay from Federal funds advanced by the Selective Service System 
costs incurred by State public assistance agencies in connection with the medical 
survey program under the conditions and limitations set forth in this State Letter." 


In California, many county welfare departments have been participating in 
the Medical Survey Program, and others have expressed themselves as willing to do so 
could some of the costs be met. The Department of Social Welfare, therefore, in con- 
sultation with the representatives of the Social Security Board and the State 
Selective Service System, is developing a plan whereby those agencies may secure 
reimbursement for costs incurred. In some communities in California, private agen- 
cies have assumed primary responsibility for this program on a voluntary basis. But 
since the purpose in making Federal funds available was, according to the Social 
Security Board, entirely to enable public agencies to participate, some of which 


otherwise lacked funds or authority to do so, the policy was established of not 
allowing reimbursement to private agencies with the exception of Social Service Ex- 


change costs. 


The Social Security Board and the State Selective Service System ex- 


press the hope that these limitations imposed on reimbursement to private agencies 
will not lead to their withdrawal from the progran, 


The following principles are established by the Federal agencies for 
securing reimbursement: 


I, 


Lbs 


In contrast to the practice of making grants under Titles I, IV, and X 
of the Social Security Act, the quarterly estimate is approved by the 
Selective Service System. This estimate constitutes a ceiling for 
funds which are made available for any one quarter. If the expenditures 
during any quarter exceed the estimate as finally approved, such ex- 
penditures may be reported and claims made, but a State can be given 

no assurance that it will receive full reimbursement for all expendi- 
tures. 


The Selective Service System has determined that expenditures for which 
reimbursement is possible will include the following: 


a, The cost of clearing the names of selective service registrants 
through private social service exchanges. 


be. The cost of cases acted upon. This may include the following ob- 
jects of expense: 


1, Staff time, both professional and related clerical, during the 
regular working hours of the agency. 


2. Travel. 
3. Communications. 


4, <Any other identifiable cost which would not otherwise be in- 
curred, 


Reimbursement of expenses incurred will be on a unit cost basis, and 
such unit costs will be established on the basis of actual operating 
experience. In the first two quarters of operation, from July 1, 1944, 
through December 31, 1944, however, in the absence of an established 
basis for estimating the unit cost, the Selective Service System has 
determined that estimates will be prepared and Federal funds will be 
made available on the following basis: 


a, Clearances with social service exchanges, per case. .... $.15 
If the Social Service Exchange has actually already computed a unit 
cost for clearance, this may be used instead of the arbitrary amount 
of 15 cents per case, 

Dec ROR EMER NOR WOR OARS a 6:5 ecg pik oe date (ow ee Oke SO 

In subsequent quarters, estimates will be prepared and funds will be 


made available on the following basis: 
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a. Actual costs of clearance in social service exchanges. 


b. Unit cost per case acted upon, such costs to be established on the 
basis of experience gained in the period of initial operations. 


IV. "Case acted upon" is defined as any case on which the agency does work 
beyond clearance in Social Service Exchange or its own files, If the 
agency's files show no record, the case is not acted upon but if the 
agency has a record and if in review of the case record the agency finds 
information which is significant to report or if it finds no pertinent 
information, the case is acted upon. The definition of "cases acted 
upon," therefore, excludes what we often call "clearance only" cases. 
The cost of agency staff time required to clear with the Social Service 
Exchange and with the agency's own file is included in computing the 
unit cost. The agency, therefore, really is reimbursed for all staff 
time involved in connection with the medical survey, unless expendi- 
tures exceed the approved estimate and the excess expenditures are not 
finally approved. In some agencies this will mean the keeping of a 
different sort of statistics than those now maintained for State Sel- 
ective Service Headquarters. 


The Department of Social Welfare, in accordance with these principles on 
rough estimates secured from the State Selective Service System and from counties, has 
submitted estimates for the quarter ending September 30, 1944. Counties expecting to 
claim reimbursement for their costs incurred under this program are asked to immedi-~ 


ately notify the Department of Social Welfare of their intent, and forms for sub- 
mitting clearance and detailed instructions will be sent. 





Very sincerely yours, 


CHARLES M. WOLLENBERG, Director 
Department of Social Welfare 
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If your county is using the alternate administrative worksheets, Form 
DFA 64, Alternate, and Form DFA 64A; Alternate, the same procedure is to be followed 
Report the expenditures incurred for children in boarding homes and institutions 
and children claimed ineligible on the children's voucher claim under the column 
marked “Aid to Needy Children - Ineligible". "Licensing and Inspecting of Boarding 
Homes and Institutions" is to be charged to "OWP" so that all expenditures pertain- 
ing to this progrem may be identified. 


It is imperative that the expenditures be properly reported on the county 
Report of Estimated Quarterly Expenditures (Form CA 809) and the Administrative 
Expense Affidavit (Form CA 807) in order that the required reports may be made for 
the Social Security Board. 


Very sincerely yours, 


Qi, Were 


“ = 


CHARLES M. WOLLENBERG, Director 
Department of Social Welfare 
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Sacramento 
January 22, 1945 


DEPARTMENT BULLETIN NO, 245 (WS) 


TO: COUNTY BOARDS OF SUPERVISORS 
COUNTY WELFARE DEPARTMENTS 
COUNTY AUDITORS 


Subject: Resettlement Assistanca to Returning 
Persons Evacuated Under Exclusion 
Orders 


Public Proclamation No. 21, dated December 17, 1944, has been issued by 
Major General Henry C, Pratt, Commanding General of the Western Defense Command. 
This proclamation revokes the mass exclusion orders under which persons of Japanese 
ancestry were evacuated from the Pacific area in 1942, The proclamation was effec- 
tive January 2, 1945. 


Section 8 of the Proclamation provides: "The effect of the rescission 
of Public Proclamation and Civilian Exclusion Orders in paragraphs 1, 2, 3, 
and 4 preceding, and the purpose of this Public Proclamation is to restore 
to all persons of Japanese ancestry who were excluded under orders of the 
Commanding General, Western Defense Command and who have not been designated 
individually for exclusion, or other control, their full rights to enter and 
remain in the military areas of the Western Defense Command. The people of 
the states situated within the Western Defense Command, are assured that the 
records of all persons of Japanese ancestry have been carefully examined and 
only those persons who have been cleared by military authority have been 


permitted to return. They should be accorded the same treatment and allowed g 


to enjoy the same privileges accorded other law abiding American citizens or 
residents." 


The following communication has been received from the Social Security 
Board under date of January 17. 


"...the various State welfare departments in this region, and others 
throughout the country, have acted as agents for the Social Security Board in carry- 
ing out the welfare aspects of the programs for which there was deemed to be Federal 
responsibility as occasioned by restrictive governmental action by the War Depart- 
ment, Department of Justice, and other agencies including the War Relocation Authority, 
who were assigned special responsibilities for care of persons of Japanese national- 
ity who were removed as a result of exclusion orders from their States of residence. 
The war service program governing the administration of "Assistance and Services to 
Enemy Aliens and Others Affected by Restrictive Governmental Action" was developed 
by a special agreement with your agency, under the guidance of a handbook for State 
agencies outlining the policies and procedures for this program. The handbook was 
issued by the Bureau of Public Assistance in June 1942, and has been supplemented by 
revisions issued periodically since that’ time, the latest one being that covered by 
our January 5 communication.",., 





q 


"This program will be available for emergency assistance for those persons 
directly affected by restrictive action of government for emergency needs and 
temporary care for the short period until the family can make its own adjustment, 
if additional assistance is needed over what is provided by WRA in. the way of’ trans- 
portation and family allowance, or until the regular health and welfare services 
can be made available to dependent persons who have health and welfare needs in 
their States of residence," 


In accordance with this statement from the Social Security Board the county 
welfare departments are authorized, with the following instructions, to give assis- 
tance and services for.which reimbursement may be claimed, to persons of Japanese 
ancestry being returned. 


WRA as the agency now administering the program for the care and relocation 
of the evacuated persons, has a continuing responsibility to facilitate the orderly 
resettlement of these families. The Social Security Board, by agreement with the 
WRA, and the State Department of Social Welfare, will provide assistance when neces+ 
sary pending the establishment of the evacuees into self-maintenance or into the ie 
categorical, general, or other types of assistance to which they are eligible, Legal 
residence of evacuees has not been affected by reason of their having lived in a 
relocation center, since their removal from their place of residence was enforced 
by military orders, (AGO NS4839) 


These persons of Japanese ancestry who will be leaving the centers can be 
generally divided into these groups: 


(a) Economically independent families who resettle without assistance 
from anyone, 


(>) The group who will need no assistance other than that given by WRA 
through its leave assistance program, 


(c) The group whose resettlement will be dependent upon the assurance 
that adequate facilities are available within the community to- 
meet their health and welfare needs. 


The WRA plans to have the resettlement program in full operation in March 
although a few referrals will start coming through immediately, The largest group 
can probably be expected in the summer when the schools close, Schools may not be 
reopened in the fall, and the centers will be closed by January 1,.1946, 


Prior to the evacuation there were relatively few persons of Japanese 
ancestry receiving public or private assistance. However, because of the indivi- 
dual losses which many of these persons have suffered, and because of the loss of 
employment it is expected that a considerably larger number will require assistance.. 
In view of the number of variable factors, the WRA cannot at this time give accurate 
estimates of the number of persons or families who will probably be dependent. How. 
ever these figures will be sent through the SDSW to the counties as soon as they are 
available, — 


Method of Referral 
Six months ago the WRA took preliminary interviews and listed all persons 


and families who appeared to fall in group (ec). .They are now in the process of 
interviewing these persons for the second time to help them plan for resettlement, 
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The material secured through these interviews will be assembled in a summary and 
transmitted to the appropriate WRA area office. This case summary will include a 
statement of the social problems presented and a listing of any resources the family 
may have, (such as Dependency Benefits, OASI, etc.). Through agreement with the 
Social Security Board all cases will be referred by the WRA to the SDSW who will 

in turn refer them to the appropriate counties, The counties will verify residence, 
if return is requested, will assist in planning for the family's return, and will 
provide other services in cases requiring them, Replies should be directed to the 
SDSW in triplicate for transmission to the WRA, 


All evacuees in the relocation centers, and those outside who could be 
reached, have been circularized by the WRA, They have been advised of the avail- 
ability of assistance under the War Services program and have also been reminded 
that the categorical aids, allowances to dependents of servicemen and the social 
insurances are now available to those persons eligible for them. They have been 
advised that if they become in need of assistance they should apply either to the 
nearest public welfare agency or the nearest district office of the WRA, 


Referrals are being made through the State Department of Social Welfare 
in the period of policy-formation in regard to the use of War Services funds, At 
a later period this process may be decentralized, 


Services and Assistance Available through WRA 


Relocation offices are now operating in San Francisco, Los Angeles, 
Sacramento, and Fresno, and others will be opened in the immediate future. These 
offices will assist primarily in obtaining employment and housing and in aiding 
evacuees in obtaining possession of their real and personal property by providing 
legal assistance, transportation of personal property, etc. 


Travel grants will be provided by the WRA to all evacuees whose relocation 
plans are approved by the WRA, and also transportation of household goods and per- 
sonal effects. They will also receive subsistence enroute, and relocation grants 
in the amount of $25 cash per person up to a maximum of $100 for a family for 
expenses incident to travel and so that no person will arrive at his destination 
entirely destitute. 


Assistance under War Services Program 


Pending establishment of self-maintanance or of eligibility to the cate- 
gorical aids or other general relief, all persons in group (c) are eligible to 
temporary assistance under the War Services program (Enemy Aliens or Others Affected 
by a Restrictive Action of the Government). This also includes persons in groups 
(a) and (b) who become in need of assistance or service, 


The standard of assistance should meet subsistence needs, and may include 
emergency medical care, and allowance should also be made for special needs arising 
out of the evacuation. It is expected that many persons who may not need continuing 
assistance will require grants on a temporary basis, especially to provide necessary 
furniture and household equipment such as bedding, linen, dishes, cooking utensils, 
etc. It should be borne in mind, however, that this is not a restitution program, 
but rather that there should be a realistic consideration of the evacuees present 
needs 


War Services Handbook 


County welfare departments are referred to the War Services Handbook, 
issued in November 1942, 
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In Chapter I, applicable sections under "Scope of Enemy Alien Program" 
and "Operating Procedures" will be revised to include the material in this bulletin, 


A recent revision to Chapter III "Financial Policies and Procedures" was 
issued only to those counties having current Enemy Alien cases. This material, 
which may now be applicable to all counties and which will be issued in the near 
future as a Handbook Revision to Sections 31-05 and 31-10, is attached, This 
chapter is otherwise currently applicable and describes the method of payment and 
of claiming, 


Chapter IV, Reporting Procedures, gives detailed instructions for statis- 
tical reporting, Special attention should be given to the revisions to this section 
which were attached to War Services Handbook Letter No, 8, issued October 5, 1944, 
and which give instructions for segregation of cases into "War Relocation Authority", 
"Immigration and Naturalization", and "Other", Counties should report as cases all 
gndividuals or families in whose behalf an investigation is made or service otherwise 


given, even though there is no direct contact with the individual or family. War 
Services Data Forms (WS 9) should be completed for such case and they should be 


included in the monthly statistical report WS 7. 





Very sincerely yours, 


Ou, wrong 
CHARLES M. WOLLENBERG, Director 
Department of Social Welfare 
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Sacramento 
October 13, 1944 


Dear 


We hinve attached a sample of War Services Assistance 
Affidavit Forms WS-1 CW (DFA) and WS-1 EA (DFA), and a sample 
of War Services Assistance Claim Forms WS-2 CWA (DFA) and 
WS-2 EA (DFA), A supply of these forms will follow, 


Please note that Forms WS-1 BA and WS—2 Ea, which are 
to be used for reporting expenditures for Bnemy Alien Assistance, 
have been revised to include the type of case being reported 
as well as the object classification of the ense. Space has 
been provided on these forms for segregating "War Relocation 
Authority" cases, "Immigration ané Naturalization Services"! 
cases, and "Other". This additional information is now required 
by the Sociel Security Board. Will you plense use thesc now 
forms for reporting all Enemy Alien Assistance expenditures 
incurred on or after July 1, 1944, 





The War Services Handbook is being revised to include 
these changes. 


There has teen no change in the method of reporting 
Civilian War Assistance cases, or in reporting county adminis- 
trative expenditures for War Services programs. 


Very truly yours, 
CHARLES M, WOLLENBERG, Director 
By 


v 


Paul J, Traynor, Supervisor 
Division of Audits 


333tal 
Attach. 


STATE OF CALIFORNIA FORWARD TWO COPIES TO 
STATE DEPARTMENT OF SOCIAL WELFARE 
SACRAMENTO, CALIFORNIA 
WAR SERVICES ASSISTANCE AFFIDAVIT + CIVILIAN WAR 


FROM COUNTY 





FOR THE MONTH ENDING » 19 FISCAL YEAR 


(DO NOT WRITE IN THIS SPACE) 











AMOUNT DUE FOR ASSISTANCE PAID 


1. TOTAL AMOUNT OF ASSISTANCE PAID@DURING THE MONTH... cccccsccccvscsccvvessvcceerescvcssectreres § 
(Same aS TOTALS OF ITEMS A, By C, AND D ok Total oF Column 5, Form WS-2 CW (DFA)) 


A. MAINTENANCE (Same AS TOTAL nF Cot. 6, Form WS-2 CW (DFA))ecevceccccsseces $ 
B, MEDICAL SERVICES (SamME AS ToTAL oF CaL. 7y FORM WS=2 CW (DFA))ccsseecveae $ 
C. TRANSPORTATION (Same aS TaTAL or CoOL. 8, Form WSa2 CW (DFA)).ccsccecvevee §$ 

$ 


De ATHER (SPECIFY) (SAME as TOTAL OF COL. 9, FORM WSu2 CW (DFA)).csceceeeess 


(BURIAL) $$. $$ 





a 


Ae”, ANQUNT “ORS RERUNDS casa saatieinon'a Mamie sie’aw ad's avi ere V8 4.0 Cole oidieie enseniil 


Oa ee ee 


Fain AMOUNT ‘OF CANGELLATAONS G%is'scs'e Sinan e te hvine Cab ole aw oc oo Sine d meweieee f 
Wa TORUS OF STEMS 2 MSS a Seen MAW Aue coe calls wie higavle sw cand oman es SMA UPA © oc 0 een Cans Hae GS 


5. TOTAL NET ASSISTANCE EXPENDITURES DURING THE MONTH (ITEM } MINUS ITEM H).sccvecccscevvegessces §$ 


AMOUNT FCR REPORTING PURPOSES ONLY 


6. TOTAL OBLIGATIONS INCURRED BUT NOT YET PAID (REIMBURSEMENT WILL NCT BE MADE RY 
THE STATE DEPARTMENT OF SOCIAL WELFARE UNTIL OBLIGATIONS HAVE BEEN PAID) eoeeee $ 
Seema pea senrenscgneesnyenesonenins heveaionmessos oreeeeninee nis cae ieee ere eee 
STATE OF CALIFORNIA 


) ss 
COUNTY OF ) 


ly , BEING DULY SWORN, DEPOSE AND SAY: THE ABOVE EXPEND|« 
TURES WERE MADE AND/OR FUNDS WERE ENCUMBERED UNDER AUTHORITY OF AND FOR THE PURPOSES SET FORTH IN PRESIDENTIAL 
ALLOTMENTS 42.74 AND 42-105, DATED FEBRUARY 6, 1942, AND MARCH 23, 1942, RESPECTIVELY, AND IN ACCORDANCE WITH 
ANY LEGISLATION OR FURTHER ALLOTMENTS, JNSTRUCTIONS AND STANDARDS {SSUED THEREUNDER. THIS 1S TO CERTIFY THAT 
a ABOVE 1S A CORRECT STATEMENT OF THE EXPENDITURES AND/OR ENCUMBRANCES AND THAT PAYMENT THEREFOR HAS NOT BEEN 
ECEIVED. 


SUBSCRIBED AND SWORN TO BEFORE ME THIS DAY 
SIGNATURE OF WELFARE DIRECTOR OR OFFICIAL IN CHARGE 


OF TITLE 


rt 





TITLE 


a 


| HEREBY CERTIFY, THAT WARRANTS COVESING THE ABQVE, HAVE BEEN ISSUED AND/OR FUNDS 
ENCUMBERED AND THAT RECORDS SHOWING SUCH DISBURSEMENTS AND/AR ENCUMBRANCES ARE AVAILABLE FOR AUDIT OR OTHER |N— 
SPECTION AND APPROPRIATE ACCOUNTING IS MADE OF ALL RECEIPTS AND DISBURSEMENTS REGARDING THIS PROGRAM. 


SIGNATURE OF CoUNTY AUDITOR 
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FOR STATE USE ONLY 


THE ABOVE CLAIM HAS BEEN VERIFIED AGAINST ACCOMPANY- 
ING DOCUMENTARY EVIDENCE AND, SUBJECT TO FIELD AUDIT, 
IS APPROVED FOR PAYMENT. 


| HEREBY CERTIFY THAT THERE ARE SUFFICIENT FEDERAL 
FUNDS AVAILABLE IN THE SOCIAL WELFARE FUNDS RESERVE 
FOR CIVILIAN WAR ASSISTANCE, TO FINANCE PAYMENT OF THE 
AMOUNT OF ¢ _ AS SHOWN IN ITEM 5, 


DATE 
SUPERVISOR, BUREAU OF AUDITS DATE 


DEPARTMENTAL ACCOUNTING OFFICER 





Farm WSet CW (DFA), Revised January, 1945 
WAR SERVICES ASSISTANCE AFFIDAVIT ~ CIVILIAN WAR TN 
ACCOMPANY CIVILIAN WAR ASSISTANCE CLAIM, FORM WS-2 CW (DFA) 


| STATE OF CALIFORNIA Sie GAs FORWARD TWO COPIES TO 
LATE DEPARTMENT OF SOCIAL WELFARE 
SACRAMENTO, CALJFORNIA 
WAR SERVICES ASSISTANCE AFFIDAVIT « ENEMY ALIEN 


FROM COUNTY 





FOR THE MONTH ENDING » 19 FISCAL YEAR 
(DO NOT WRITE IN THIS SPACE) 


Sa 
AMOUNT DUE FOR ASSISTANCE PAID 


Je <TOEAL (AMOUNT: OF ASS IS TANCE PAIDODURING:-THE MONTH. osccs < dccececeisig.cre tie diotaascsdlleasesessscccevesooi 
(SaME AS ToTALs OF Items A, 8, C, and D on TaTaL nF CoLuMN 5, Form WS-2 EA (DFA)) 


WAR MMIGRATLON AND 


RELOCATION NATURALIZATION OTHER OTA 
AUTHORITY SERVICE 


A. MAINTENANCE (Same aS TOTAL oF 


Cri. 6, Form WS.2 EA (DFA)) $ $ $ i Se ger eae 
R. MEDICAL SERVICES (SamE as ToTAL 
cr Col. 7, Form WS~2 EA (DFA)) Rear ems: Siti ceca 


C. TRANSPORTATION (Same as TOTAL 
or Coc. 8, Form WS=2 EA (DFA)) 


D. OTHER (SPECIFY) (SAME aS TOTAL 
oF CoL. 9, Form WS~2 EA (DFA)) 


(BURIAL) 


22 AMOUNT OF REFUNDS ccvvesvecrevevcece 





3, AMOUNT OF CANCELLATIONS.....se0cees 
Y. TOTAL OF ITEMS 2 AND 3eccececsssecs $ 
5. TOTAL NET ASSISTANCE EXPENDITURES DURING THE MONTH (ITEM 1 MINUS ITEM Y)sscececcvcesvecs $ 


LL ER EN IE EI RL PIE SELES EE 


AMOUNT FOR REPORTING PURPOSES ONLY 





6. TOTAL OBLIGATIONS INCURRED BUT NOT YET PAID (REIMBURSEMENT WILL NOT BE MADE BY THE 
STATE DEPARTMENT OF SOCIAL WELFARE UNTIL OBLIGATIONS HAVE BEEN PAID) secesesececees So 
PUN AS eu ea or tn, nes eta NC Un Rec amen oh ot an MoM me hd eC el a ta 
—————ooOD°7v7*w7“vw7—7oo))u)uul)nnuuuuququququqqmmeeeeoeeeeeeeeeeeeeeeeeeeeeaea_ee—_ee_— ee eeeeeems—: 
STATE OF CALIFORNIA 
) 
COUNTY OF y $s 


ly » BEING DULY SWORN, DEPOSE AND SAY$ THE ABOVE EXPENDI~ 
TURES WERE MADE AND OR FUNDS WERE ENCUMBERED UNDER AUTHORITY OF AND FOR THE PURPOSES SET FORTH IN THE "LAROR~ 
FEDERAL SECURITY APPROPRIATION ACT, 1945" AND IN ACCORDANCE WITH ANY LEGISLATION OR FURTHER ALLOTMENTS, INSTRUC 
TIONS AND STANDARDS ISSUED THEREUNDER. (THIS IS TO CERTIFY THAT JHE ABOVE 1S A CORRECT STATEMENT OF THE EXPENDI~ 
TURES AND/OR ENCUMBRANCES AND THAT PAYMENT THEREFOR HAS NOT BEEN RECEIVED.) 








SUBSCRIBED AND SWORN TO BEFORE ME THIS DAY a 
SIGNATURE OF WELFARE DIRECTOR OR OFFICIAL IN CHARGE 
OF era) 
TITLE 
TITLE 


| HEREBY CERTIFY, THAT WARRANTS COVERING THE ABOVE, HAVE BEEN ISSUED AND/OR FUNDS 
ENCUMBERED AND THAT RECORDS SHOWING SUCH DISBURSEMENTS AND/OR ENCUMBRANCES ARE AVAILABLE FOR AUDIT OR OTHER [Nm 
SPECTION AND APPROPRIATE ACCOUNTING 1S MADE OF ALL RECEIPTS AND DISBURSEMENTS REGARDING THIS PROGRAM, 


SiGNATURE OF CCUNTY AUDITOR 
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| HEREBY CERTIFY THAT THERE ARE SUFFICIENT FEDERAL 
FUNDS AVAILABLE IN THE SOCIAL WELFARE FUND: RESERVE 
FOR ENEMY ALIEN ASSISTANCE, TO FINANCE PAYMENT OF THE 
AMOUNT OF $ AS SHOWN IN ITEM 5. 


THE ABOVE CLAIM HAS BEEN VERIFIED AGAINST ACCOMPANY- 
ING DOCUMENTARY EVIDENCE AND, SUBJECT TO FIELD AUDIT, 
{S APPROVED FOR PAYMENT. 


DATE 


DATE, pa 
DEPARTMENTAL ACCOUNTING OFFICER 


$$ + 


SUPERVISOR, BUREAU OF AUDITS 
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Form WSey EA (DFA), Revisen JANUARY, 1945 
WAR SERVICES ASSISTANCE AFFIDAVIT — ENEMY ALIEN TO 
ACCOMPANY ENEMY ALIEN ASSISTANCE CLAIM, FORM WS.z EA (DFA) 


STATE OF CALIFORNIA 
FORWARD TWO COPTES TO 
STATE DEPARTMENT OF SOCIAL WELFARE 
SACRAMENTO, CALIFORNIA 


Siete OF CAL TPO RNS 


COUNTY. 





WAR SERVICES ADMINISTRATIVE EXPENSE AFFIDAVIT 


PROGRAM 





CINCLUDE ADMINISTRATIVE EXPENDITURES FOR ONE PROGRAM ONLY) 


FOR THE MONTH ENDING 6 19S FISCAL YEAR 
(Do Not Write IN THIS SPACE) 


—aaooSoaoaoUoUaoaooaoaoaoaoaoaoaoaoaoayaIyIIyeeoaaaaa Selle 


AMOUNT QUE FROM FEDERAL FUNDS FOR WAR SERVICES ADMINISTRATION ON THE ABOVE PROGRAM 
1. SALARIES AND WAGES «2» 1 we eee 


*e $ 


2. MAINTENANCE AND OPERATION. . . 6 2 ee ow §$ 


3, OE WOU Lo eke i cs Rae es 
4, TOTAL ADMINISTRATIVE EXPENDITURES DURING MONTH... . . $ 


ee eee 
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STATE OF CALIFORNIA 


$s 
COUNTY 





: » BEING DULY SWORN, DEPOSES AND SAYS: THE ABOVE EXPENDI~ 
TURES WERE MADE AND/OR FUNDS WERE ENCUMBERED UNDER AUTHORITY OF AND FOR THE PURPOSES SET FORTH IN PRESIDENTIAL 
ALLOTMENTS U2=74 aNd 42~405, DATED FEBRUARY 6, 1942, AND MARCH 23, 1942, RESPECTIVELY, AND IN ACCORDANCE WITH ANY 
LEGISLATION OR FURTHER ALLOTMENTS, INSTRUCTIONS AND STANDARDS ISSUED THEREUNDER. THIS 1S, TO CERTIFY THAT THE 
pk 1S A CORRECT STATEMENT OF THE EXPENDITURES AND/OR ENCUMBRANCES AND THAT PAYMENT THEREFOR HAS NOT BEEN 
ECEIVED. 








SUBSCRIBED AND SWORN TO BEFORE ME THIS DAY 

SIGNATURE OF WELFARE DIRECTOR OR OFFICIAL IN CHARGE 
OF ie) See 

TITLE ee 
TITLE 


| HEREBY CERTIFY, THAT WARRANTS COVERING THE AZOVE HAVE BEEN ISSUED AND/OR FUNDS ENCUM- 
BERED, AND THAT RECORDS SHOWING SUCH DISBURSEMENTS AND/OR ENCUMBRANCES ARE AVAILABLE FOR AUDIT OR OTHER INSPECTION 
AND APPROPRIATE ACCOUNTING 1S MADE OF ALL RECEIPTS AND DISBURSEMENTS REGARDING THIS PROGRAM. 


STGNATURE OF COUNTY AUDITOR 











FOR STATE USE ONLY 












THE ABOVE CLAIM HAS BEEN VERIFIED AGAINST ACCOMPANY~ | HEREBY CERTIFY THAT THERE ARE SUFFICIENT FEDERAL 
ING DOCUMENTARY EVIDENCE AND, SUBJECT TO FIELD AUDIT, FUNDS AVAILABLE IN THE SOCIAL WELFARE FUND: RESERVE 
1S APPROVED FOR PAYMENT, FOR ae 
TO FINANCE PAYMENT OF THE AMOUNT OF $ 

AS SHOWN IN ITEM 4, Re 






DATE DATE 





UPERVISOR, BUREAU OF AUDITS DEPARTMENTAL ACCOUNTING OFFICER 


(SEE REVERSE SIDE FOR INSTRUCTIONS) 


FORM WS=3 (DFA), REVISED JANUARY, 1945 
WAR SERVICES AFFIDAVIT TO ACCOMPANY CLAIM 
FOR ADMINISTRATIVE EXPENSE 


INSTRUCTIONS FOR FILLING OUT FOR! WS-3 (DFA) 
MWAR SERVICES ADMINISTRATIVE EXPENSE AFFIDAVIT 


AT THE TOP OF THE FORM INSERT THE PROPER PROGRAM (1.E., ENEMY ALIEN OR CIVILIAN WR 
ASSISTANCE) FOR WHICH ADMINISTRATIVE EXPENDITURES ARE BEING CLAIMED. ALSO INSERT THE 
COUNTY NAME AND fiONTH COVERED IN THE SPACES PROVIDED. 


AMOUNT DUE FROM FEDERAL FUNDS FOR WAR SERVICES ADMINISTRATION 
ITEM 1. SALARIES AND WAGES 


REPORT HERE THE TOTAL AMOUNT OF ADMINISTRATIVE EXPENDITURES 

FOR WAR SERVICES PROSRAMS AS INCLUDED IN COLUMN 5 OR COLUMN 13 
OF FORM OFA 64, "ADMINISTRATIVE EXPENSE WORKSHEET FOR ALLOCATION 
OF EXPENDITURES (FOR SALARIES AND WAGES ONLY)." 


ITEM 2. MAINTENANCE AND OPERATION 


REPORT HERE THE TOTAL AMOUNT OF ADMINISTRATIVE EXPENDITURES 

FOR WAR SERVICES PROGRAMS FOR MAINTENANCE AND CPERATICN AS IN 
CLUDED TN COLUMN 4 OR COLUMN 142 OF FORM DFA OUA, "ALHINISTRATIVE 
EXPENSE WORKSHEET FOR ALLOCATION OF EXPENDITURES (FOR MAINTE@ 
NANCE’ AND OPERATION AND CAPITAL OUTLAY)." 


ITEM 36 CAPITAL OUTLAY 


REPORT HERE THE TOTAL AMOUNT OF ADMINISTRATIVE EXPENDITURES FOR 
WAR SERVICES PROGRAMS FOR CAPITAL OUTLAY AS INCLUDED IN COLUMN 4 
OR COLUMN 12 OF FORM DFA GUA, "ADMINISTRATIVE EXPENSE WORKSHEET 
FOR ALLOCATION OF EXPENDITURES (FOR MAINTENANCE AND OPERATION 
AND CAPITAL OUTLAY)." 


ITEM Uo” TOTAL ADMINISTRATIVE EXPENDITURES DURING MONTH 
REPORT HERE THE SUM OF ITEMS 1, 25 AND 3. 


THE AFFIDAVIT SHALL BE DATED AND SIGNED BY THE PROPER COUNTY OFFICIALS IN THE SPACES 
PROVIDED. 


EARL WARREN 
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March 16, 1945 


DEPARTMENT BULLETIN NO. 246 (ws) 


TO: COUNTY BOARDS OF SUPERVISORS 
COUNTY WELFARE DEPARTMENTS 
COUNTY AUDITORS 


Subject: Resettlement Assistance 


The Social Security Board has sent us further material clarifying policies 
on Resettlement Assistance. This material, which is part of a Handbook revision not 
yet ready for release, is of immediate importance in handling current referrals from 
the War Relocation Authority, 


GENERAL STATEMENT 


Resettlement Assistance is a part of the war services program which pro- 
vides assistance to various groups of persons affected by restrictive action of the 
government. Because the need of many of the Japanese now requiring assistance is 
due to restrictive action of government, the Federal Government has assumed respon- 
sibility to assist the evacuees to reestablish themselves with a minimum of hard- 
ship. Resettlement assistance, like other programs financed by public funds, must 
be available to all persons who are in need of assistance. 


The United States Supreme Court decision, while confirming the respon- 
sibility of the Army to remove the Japanese from the West Coast because of military 
necessity, rendered the decision that the evacuees could not be held. In view of 
the fact that evacuees can no longer be retained, the WRA has set a deadline date 
for closing the centers, which is December 31, 1945, This means that there should 
be a constant flow of families from the centers in order to avoid a last minute mass 
movement. Such a movement would place an undue harship upon local public welfare 
departments, Every effort possible should therefore be made to speed the acceptance 
of referrals, 


SCOPE AND PURPOSE OF RESETTLEMENT ASSISTANCE AND SERVICES 


1. Resettlement assistance, intended for purposes of rehabilitation, should 
be sufficiently flexible to permit meeting special needs of evacuees, or needs aris-— 
ing out of resettlement for which local resources are not available to them, It is 
recognized that public welfare agencies may not have made provision in their regular 
programs for mectins special needs such as those encountered by a relocated family 
in getting settled, Likewise, special problems relating to the consideration of 
resources may arise under this program which may require greater flexibility than is 


established by policy ir tion to the regular programs cause of the wide 
variation in both the needs and resources of this group, State agencies should 
establish policies for meeting those special needs which are both reasonable for 
persons affected by restrictive action of the Government and are yet justifiable 
from the agency's standpoint. Against these standards, need should be determined 
on an individual case basis in relation to the best interests of the persons 
involved, 


2. Resettlement assistance and/or services should be used as extensively as 
necessary in helping evacuees to reestablish for themselves a normal family life, 
and all the best skills in counselling and planning should be utilized in making 
their resettlement effective, ‘Administrative costs of resettlement assistance and 
services are chargeable to funds under this program, The State public welfare 
agency will be entitled to reimbursement for all appropriate expenditures and 
obligations incurred in good faith under this program, 


Use of Regular Welfare Programs 


Resettlement assistance is available only temporarily to persons returning 
to their county of residence, since it is expected that financial assistance 
and other services, including medical care, will be available to them on 

the same basis as to other residents of the community. Where it seems 
evident that continued assistance will be needed, eligibility for the 
regular categorical assistance programs or general assistance should be 
established as soon as possible, If immediate financial assistance is 
needed pending receipt of categorical assistance and if general assistance 
is not immediately available, resettlement assistance may be used during 
this interim period, 


When an evacuee is eligible for and receives assistance under a regular 
welfare program in the community, in order to meet special needs resulting 
from governmental restrictive action supplementary aid may be given under 
resettlement assistance to meet expenses involved in reestablishment of 
the individual or family group such as medical care and other special needs 
for which resources in the community are not available to evacuees. How 
ever, this program should not, in general, be used to supplement the usual 
maintenance standards of other welfare programs, 


3. Resettlement assistance, like other programs financed by public funds, 
should be available to all persons who are in need of assistance and/or services 
provided for this group and who are eligible; services should be available whether 
or not financial assistance is needed. While earlier policies of the War Relocation 
Authority permitted the return of evacuees to the relocetion centers when they did 
not adjust in the community or met with difficulty, under present policies no return 
to a center will be approved for such reasons as the evacuece's ill health, or because 
he is unable to make a satisfactory relocation adjustment. It is, therefore, all 
the more important that resettlement assistance and/or services be available to all 
eligible persons regardless of the difficulty of their problems, and that all com- 
munity resources be utilized to the fullest extent possible in facilitating the 
readjustment of evacuces, 


RESETTLEMENT ASSISTANCE PROGRAM 


1. Reestablishment of Houschold 


In line with the intent of resettlement assistance to facilitate the re 
adjustment of evacuees, either in their former communities or in new 
communities, resettlement assistance may include provision for expenses 
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incurred in the purchase of essential furniture, and other related costs 

of setting up a housekeeping unit in a new community, or in restablishing 
a home in a former community. Such expenses may include essential furniture, 
bedding, cooking and cleaning equipment and supplies, or replacement of 
any of these items, although only the minimum requirements for housekeep+ 
ing should be included. Where equipment and furnishings are obtainable, 

a lump-sum to cover.the essential items may be given to the family to make 
its own purchases, It would be expected, in general, that for the average 
size family $200-$300 would be a suitable amount for these expenses. These 
figures would, of course, need modification for large families or for those 
who are completely destitute. Where possible, community resources should 
be utilized in making essential equipment available, and the services of 
other interested agencies coordinated with financial assistance and ser- 
vices provided by the public welfare agency. 


Because of the housing shortage, advance rent may also be provided under 
resettlement assistance, when necessary. 


Clothing 


Additional clothing needed because of change in climate or work conditions 
may in some instances be essential to the rehabilitation of evacuees, 
Although evacuees received a small cash allowance for clothing at the 
center, they were usually not able +o »btnin more than the minimun 
essentials from the center store and, therefore, may not have appropriate 
clothing for colder climates or work activity when they arrive at their 
destination, Resettlement assistance may be used, where necessary, to 
meet such clothing needs, In addition to mecting initial clothing needs, 
resettlement assistance may also be used for continuing clothing necds. 


General Maintenance 





No resources should be anticipated from restitution for losses, since, at 
present, claims for restitution can only be presented to Congress, Assign- 
ments on property or insurance should not be required, Also, since the 
initial grant of $25 given to the evacuee by the War Relocation Authority 
before leaving the center may be needed by the evacuee for immediate per- 
sonal needs on arrival in the community, this money should not usually be 
considered a resource for reestablishment of the household or for general 
maintenance, Likewise, if the family has resources and there is evidence 
that they plan to use these resources for their reestablishnent in busi- 
ness or in other ways to enable them to become self-supporting, such 
resources should be protected for this purpose and not required tobe 

used for current maintenance needs, However, if the family hns no specific 
Plans for. the use of its resources to facilitate rehabilitation, it should 
be expected that these funds would be used for reestablishment of the 
household or for general maintenance, 


Very sincerely yours, 


Cua. Witty ; 


cit 


eT 
CHARLES M. WOLLENBERG, Director 
Department of Social Welfare 
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March 27, 1945 
DEPARTMENT FULLETIN NO. 2h7 (Gen) 


TO: COUNTY BOARDS OF SUPERVISORS 
COUNTY WELFARE DEPARTMENTS 
COUNTY AUDITORS 
Subject: Policy Statement Clarifying the Use of 
Administrative Expense Funds Granted 
Under Titles I, IV, and X of the 
Social Security Act 


The Social Security Board on October 3, 1944, aporoved a statement 
clarifying the use of funds granted under Titles I, IV, and X of the Social 
Security Act for payment to county agencies other than the Welfare Department for 
certain services or facilities. 


The additional expenditures which may now be included in monthly adminis- 
trative expense claims are warrants, postage and envelopes. 


Because of the variance in accounting procedures followed in the various 
counties three alternate methods of claim are provided. These are as follows: 


1. Where the county has a separate unit comprised of personnel who do 
nothing but prepare assistance warrants the total cost of salaries may also be added 
to the actual cost of warrants, postage and envelopes in determining the individual 
unit cost for each warrant. 


2. Where the county welfare department prepares the assistance werrants 
and where the expenditures are made out of their eppropriation it is only necessary 
that such additional expenses be included in their administrative expense claims. 


3. In those counties where the county auditor and/or his deputy prepare 
the aid warrants it is recommended that only the cost of the warrants, postage and 
envelopes be included in the claim and no time be charged. If, however, the county 
auditor and/or his deputy feel that claim should be made, a salary charge will be 
allowed if such person or versons maintain the prescribed time study which necessari- 
ly will be subsequently audited by State and Federal auditors. 


Factors that may be considered in this unit cost are the costs of printed 
warrants, envelopes, postage, the personal services expended in writing, addressing, 
stamping and mailing them. 


Extreme caution should be exercised by the county auditors or controllers 
in the method of presenting their monthly bills to the welfare department for 
inclusion in their administrative expense claims. As you know, Federal reimburse- 
ment for Old Age Security administrative costs is allowed on the basis of 3% of 
the amount of Federal aid spent for the month. At the present time our records 
indicate that all counties are now expending more than the amount of reimbursement 
received. For Aid to the Blind and Aid to Dependent Children tne amount of Federal 
reimbursement is 50% of the cost allowed to each program. Therefore, if the county 
auditor or controller effects a charge against the appropriation of the welfare 
department for the total expenditure for warrants, postage and envelopes, the 


welfare appropriation will be reduced by the grand total of such expenditures. 
The amount of reimbursement, however, will be minor because of the fact that no 
additional reimbursement may be received for Old Age Security and only one-half 
of the cost allocated to Aid to the Blind and Aid to Dependent Children will be 
reimbursable. Therefore, the welfare appropriation could be seriously impaired 
if they are charged in total for the cost of such expenditures. There would be 
no problem, however, in those instances where the costs of warrants, postage and 
envelopes are included in the welfare aypropriation. 


A vossible solution would be for the county auditor to notify the county 
welfare department by memorandum. The expenditure could then be included in the 
welfare department's claim and the reimbursement revert tothe genersl fund. It 
is not necessary that a transfer of funds actuelly be made between the agencies 


cM 


concerned. 


It is required that costs as enumerated above, claimed for Federal 
participation, be on the basis of pre-determined unit costs. The totals of such 
costs would then be treated as direct charges to the | programs involved. For 
exemple, the cost of one warrant is determined and this unit cost is then multiplied 
by the total number of warrants issued, by aids. The resulting total is then added 
to the enveloves and postage cost. The grand totel then represents the direct 
charge to «ach aid (unless Salaries and Waves are also added). 


The accounting records of the local welfare departments will need to 
contain data supporting amounts claimed for Federal matching. These date should 
reflect such information as: the identity of the department supplying the goods 
or facilities, or performing the service; the amount involved; the type and 
quantity of goods, facilities, and services furnished; the basis for determining 
the amount; whether the funds were transferred; ond an approval by the public 
assistance agency. This documentation will be reviewed in the audit of public 
assistance expenditures. 


THESE PROVISIONS ARE EFFECTIVE OCTOBER 3, 1944. 


5 
+ 


Current claims shall be shown the monthly administrative worksheets 
as direct charges to Cld Age Sona e NS. , Aid to the Blind and Aid to Dependent 
Children under Maintenance and eration. 


Special forms are being developed which will greatly facilitate 
preparation and filing of claims by the individual counties. A supply willbe 
mailed immediately upon approval and completion. 


Counties desiring to file retroactive claims shall notify the State 
Department of Social Welfare so that proper instructions msy be issued and possible 
subsequent fiscal exceptions avoided. 








Very sincerely yours, 


aN etna 
NAA , { Vo ee ee et ee 


CHARLES M. WOLBENBERG, Director 
Department of Social Welfare 
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Sacramento 
April 4, 1945 


DEPARTMENT BULLETIN NO. ohg (ws) 


TO: COUNTY BOARDS OF SUPERVISORS 
COUNTY WELFARE DEPARTMENTS 
COUNTY AUDITORS 


Subject: Fiscal Procedures for War Services Pro- 
grams: Gvilian War Assistance, Fnemy 
Aliens and others Affected by Restrictive 
Governmental Action 


For the purpose of making payments under the War Services Programs two 
alternate methods can be followed. . It is necessary, however, that each county follow 
one of the two methods and not a combination of both for a single program. It is 
permissible, however, for a county to use the revolving or trust fund method for one 
program and the reimbursement method for the other. A combination of the two methods 
cannot be used, however, on only one program. 


The procedures are as follows: 


1. REVOLVING OR THRUST FUND: Upon application to the State Denartment of 
Social Welfare arrangements can be made for the advance of Federal funds in the amount 
estimated by the county as necessary to make payments for each quarterly period. 
Upon receint of this amount a special revolving or trust fund will de established and 
operated by the county on an imprest basis. Under this system the funds are replenish- 
ed when the need exists, for exactly the amount of expenditures made from the fund 
upon presentation of satisfactory evidence of such disbursements. Reimbursement will 
be made through resular claim procedure. Claims for reimbursement are to be made 
monthly. 


2. REIMBURSEMENT BASIS: Where expenditures are made from county funds 
the regular -claim vrocedure will be followed and reimbursement will be made by this 
Devartment to the counties in the verified amount as represented by their claims. 


Where method one is followed it will be necessary that the welfare director 
or employee designated as naymaster or trustee be bonded in an amount equal to or in 
excess of the revolving or trust fund, unless already bonded in an amount which will 
adequately protect Federal Funds. The actual disbursements should be made by a vnerson 
other than the one authorizing the assistance. t will also be necessary that an 
agreement be entered into between the county and the State Department of Social Wel- 
fare whereby the paymaster or trustee is designated as the official or employee re- 
sponsible for the safekeeping of the amounts advanced, accounting for exnenditures 
made, and the return intact of the amount of the revolving or trust fund woon the 
expiration of the agreement or when notified by the State Department of Social Yel- 
fare. The amount of bond shall also be stipulated in the agreement. These agree- 
ments will be furnished by the State Devartment of Social Welfare wnon request. 


Where method two is followed no chanre in nrocedure is necessary inasmuch 
as exmenditures have been made under this vrogram for considerable nast neriods and 
counties are fully aware of the finaneinl nolicies and nrocedures applicable thereto. 


It is requested that all counties anticinating current and future exnend- 
{tures under the War Services Programs notify this Tevartment immediately as to which 
mrocedure they wish to follow. 


Very sincerely yours, 


neat) 


CHAPLTS M. WOLTENBAPG, Mrector 
Denartment of Socinl “elfare 
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TO: 


Dear Mr.. Jordan: 


Attached are three copies of the following regulations, 
currently effective, made by the State Department of Social 


Welfare. 
MANUAL LETTER NO. 79 


These regulations are filed in accordance with Article 21 of 
Chapter 3 of Title 1 of Part 3 of the Political Code as 
amended by Chapter 628, Statutes of 1941. 


Very sincerely yours, 


CHARLES M. WOLLENBERG, ate 


Department of Social Welfare 
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_ MANUAL LETTER NO. 79 


The: attached manual revisions are to be entered in your copy 
of the Manual of Policies and Procedures and the revision numbers can- 
celled on the separators for the revised chapters, Revision numbers 
are listed for the four chapters as follows: 


Welfare Personnel Stendards Revision 58 
Citizenship Revisions 1 and 2 
Investigation and Decision Revisions $6 thru 98 
Financial Procedures Revision $8 


Form Index and Separator 


These revisions were avproved by the Social Welfare Board on 
May 24, 1945. 


Sec. 628-06, Claim for Warrants Issued in Lieu of Cancelled 
Warrants, as revised, simplifies the procedure so that warrants issued 
in lieu ofcancelled warrants may be reported on a supplemental payrell 
the same as retroactive payments instead of having to report them as 
credit cancellations. 


Secs. 117-25, Proof of Derivative Citizenship Through Mar- 
riage, 117-60, Voter's Resistration as Proof, and 256-00, Instructions 


for Summary of Information from Review cf Documentary Evidence, have 
been revised to incorporate specific references to sources of verifi- 
cation. 


STATEMENTS CONTAINED IN TEE MANUAL TAKE PRECEDENCE 
OVER SAME MATERIAL PREVICUSLY RELEASED IN BULLETINS 


073~00 WELFARE PERSONNEL STANDARDS ORGANIZATION AND AOMINISTRATION 


073~00 (Continued) 073-00 


shall establish such geographical or district eligible lists as directed by the 
SSWB to include all names of eligibles who reside within a specified district. 
Examining agency shall also maintain Statewide eligible lists. 


For the purpose of preparing a county employment list, an individual 
will be deemed to be a resident of a county if, at time of establishment of the 
eligible list, he has resided for a continuous period of at least ninety days in 
that county. Or, in the event that the individual has not resided continuously 
in that county for at least ninety days immediately preceding establishment of 
the employment list, he shall be deemed to be a resident of the county if he can 
establish the fact that he is a member of the electorate of that county. 


However, if an individual changes hisresidence from one county to another 
after the employment list has been established, he may have his name placed on 
the county employment list for the county of his new residence, provided, that 
he makes such a request and presents satisfactory evidence tothe examining agen- 
cy that he has resided in that county for a continuous period of ninety days, or 
is a qualified elector of that county. The name of one individual shall not ap= 
pear on more than one county employment list at the same time for any one or 
several classifications of employment. 


If a vacancy exists ina class of position for which there is no ap= 
propriate eligible list, examining agency with approval of the SSWB may prepare 
an appropriate eligible list for the class from one or more existing related 
eligible lists. For this purpose examining agency shall select eligible lists 
for classes for which minimum qualifications and examinations are similar to or 
higher than those required for class in which vacancy exists. (W&IC 11905, 11906; FSSB) 


073-05 DURATION OF ELIGIBLE LISTS 073-05 
WPS 


Each eligible list shall remain in effect at least one year from the 
date of its establishment and thereafter until exhausted or replaced by a more 
recently prepared list for the class. 


An eligible list may be deemed by examining agency to be exhausted if 
fewer than three available eligibles remain on the eligible list. 


Notice of intention to abolish an eligible or promotional eligible list 
upon completion of a new examination shall be sent to all eligibles whose names 
appear upon the list to be abolished, 


It shall be the duty of the SDSW to notify examining agency as far in 
advance as possible of vacancies which may occur in a county agency. Within 
these rules, examining agency shall be responsible for determining adequacy of 
existing eligible lists and for establishment and maintenance of appropriate 
eligible lists for all positions in the agencies exclusive of exempt positions. 
(WAIC 119655 11946) 
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- WELFARE PERSONNEL STANDARDS 073-00 


ORGANIZATION ANO ADMINISTRATION 


072-30 EXAMINATION RECORDS 072-30 
Wes 


All examination papers submitted by competitors are property of the ex- 
amining agency. and are confidential records which shall be open to inspection 
only for such purpose and under such conditions as follows: 


1. On written request to the examining agency, any competitor may within 
thirty days after the date on which the Notification of Test Results 
of such examination was mailed to him inspect his papers at such time 
and place and under supervision of such person as examining agency 
may designate. 


2. A competitor's papers shall be open to inspection only by the com- 
petitor himself, or his attorney upon written authorization of such 
competitor. The application form of eligibles certified to fill 
vacancies may be inspected by the appointing authority to whom such 
eligibles have been certified or by his authorized representative. 


3, Unauthorized copying of questions or answers by any person from any 
paper made available for inspeotion is forbidden and may result in 
cancellation of eligibility and disbarment from future examinations. 


4, Examining agency may approve such conditions as to time, place, 
manner, and frequency of inspection as in its judgment may be neces~ 
sary to prevent abuse of this privilege. 


Applications and other necessary examination records shall tekept during - 
the life of the eligible list. Examination records of appointees shall be kept 
a reasonable period of time, but examination records of other applicants, not 
appointed may be destroyed thirty days after the eligible list expires or in 
accordance with practice of examining agency. 


All notices of changes of address shall be filed by applicants and eli- 
gibles with examining agency.  (W&IC 119.5, 119-6) 


078-00 re’ OF ELIGIBLE LISTS 073-00 
P 


After each examination, examining agency shall prepare an eligible list 

of persons who qualified. Names of such persons shall be placed on the eligible 

- ast in the order of their final ratings starting with the highest. If two or 

more eligibles have final ratings which are 4dentical their names shall be are 

ranged on eligible list in the order of their ratings on the chief essential of 
the examination. 


In order to assist county agencies in appointing county residents to 
positions whenever possible, examining agency shall establish eligible lists con- 
taining names of eligibles who reside within a given county. Examining agency 


(Seotion Continued on Next Page) 
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"117-20 PROOF OF DERIVATIVE CITIZENSHIP THROUGH PARENTS 117-20 


Proof of thie parents’ citizenship is necessary when a person born in a 
foreign country claims citizenship because his parents were citizens. 


In all cases where citizenship has been derived through a parent's natu- 
ralization or resumption of citizenship, it is necessary to proves: 


(a) Naturalization or resumption of citizenship of parent, 

(b) That applicant was a minor at ee parent was naturalized or re-' 
sumed citizenship. 

(c) If there is reason to doubt ‘chat the applicant is the child of the 
parent who was naturalized,or who.resumed citizenship, his identity 
as the child of the parent shall be established. 


§17-25 PROOF OF DERIVATIVE CITIZENSHIP THROUGH MARRIAGE | §17-25 


The citizenship of a foreign-born woman who claims citizenshio through 
marriage is established by determining thats 


{a) The marriage took place prior to September 22,1922; and, 
{(b) The husband was of native birth or was naturalized prior to Septem- 
ber 22, 1922. 


Proof of marriage is established b: the marriage certificate (a license 
to marry is not proof ‘that the marriage occurred), In California after the 
marriage is solemnized the marriage license and the marriage certificate are 
recorded with the county recorder. Therefore,if the marriage certificate cannot 
be seen, information may be secured from the county recorder in the county in 
which the marriage was performed. -The records of the minister who performed the 
marriage,or the records of the church in which the marriage occurred may be used 
to eeeeeTeee the eee 


Verification of a divorce by presentation of the final divorce decree 
or by the: divorce records is also accepted as proof of marriage. This informa- 
tion also can be obtained from the county clerk of the county in which the di- 
vorce was secured. $03 


Proof that common-law marriage was recognized in a state in which the 
couple lived prior to September 22, 1922,and that the couple lived there in such 
relationship prior to that date, establishes pr tne: 


When it is definitely known that the marriage records have been destroyed, 
certain supporting evidence to establish the marriage may be used as proof that 
a foreign-born woman gained citizenship by marriage. Such supporting evidence 
might include a record in which the applicant was designated as the wife, such. 
as a census, naturalization,or death record, a property deed or passport record. 


Birth records of children in which the parents are named do not, by them- 
selves, establish marriage of the parents, but may in the absence of conflicting 
information be used as evidence to support other documents which tend to estab= 
lish marriage. 


(Section Continued on Next Page) 
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117-10 (Continued ) pyar eae pti phe POE * 


If proof of native birth is required, a birth certificate is the best 
possible evidence, 


A baptismal record is acceptable proof of native birth if the record is 
on the official letterhead of the chureh and signed by a church official, or 
bears the church seal, provided the record gives the place of birth as well as 
the place of baptism. The record of a baptism which occurred when the applicant 
was a child is of greater weight in cases of conflicting evidence than the record 
of a baptism occurring in later years. 


Other types of evidence which may support a claimof native birth include 
the followings 


Census records: , ‘ -Emvloyment records 

Registration to vote Witness to another's application 

Passport for citizenshio 

Homestead papers Marriage certificate 

Seaman's papers Military and naval records 

Civil Service papers Draft board records 

Court records — Family genealogical records 

Insurance policies History of locality 

Bank records Birth certificate of applicant's 

Social agency records child 

Public institution records Lodge, fraternal or trade union 
' Private institution records organization records 

Newspaper records Church records, other than baptism 

School records '. Automobile operator's license | 

Family Bible records . Physician's records 

Affidevit 


For a further discussion of these types of proof, see Sees, 117-300 
through 117-87, For the limitations placed on the use of these types of evidence, 
see appropriate sections in the chapter on age, Sees, 105-00 through 111-00. 


117-15 PROOF OF CITIZENSHIP WHEN FOREIGN-BORN b17=15 


‘Definite proof of citizenship shall be obtained if citizenship is claimed 
on the basis of any of the followings 


{1) Derivative citizenship, through parents! citizenship 
(2) Derivative citizenship, through marriage 

(3) Naturalization, individual 

(4) Naturalization, collective. 
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117-30 (Continued) 117-30 


4, If the marriare was to an alien ineligible to citizenship and occur- 
red between September 22, 1922, and March 3, 1931, repatriation is 
established by: 


(a) Proof of womants naturalization after March 3, 1931. 
5. By proof of annulment of the marriare at any time. 


Repatriation of a citizen who was expatriated by . affirmative act other 
than marriage, such as the taking of an oath of allegiance to ea foreign power, — 
naturelization ina foreign state, or formal renunciation of citizenship, is 
established by court record of: 


1. Naturalization; or, 


2- Formal oath of allegiance before a court exercising naturalization 
jurisdiction, when such procedure is authorized by statute. 


117-40 PROOF OF NATURALIZATION aN 117-40 


Naturalized citizens can usually present their certificates of natural- 
izatione If the certificates are not available, information rorarding natural- 
ization prior .to September 27, 1906, may be secured by correspondence with the 
clerk of the court in which the naturalizatien occurred. Information from natue 
ralization records since September 27, 1906, may be secured from the office of 
the District Director of the’ Immigration and Naturalization Service, which has 
jurisdiction over the place of the naturalization. Letters should not be sent 
to the Immigration and Naturalization Service in Washington, De Ce 


No Federal records of naturalization were kept prior to September 27, 
1906, and there was no Federal control of naturalization until that time. Zxcept 
for the four-year period, 1798-1802, each court having naturalization jurisdiction 
judged for itself how the ‘laws should be administered and how records should be 
kepte A lack of uniformity as to the formof naturalization certificates resulted. 


The commissioner of naturalization has been authcrized to issue a new 
certificate of naturalization in place of one which has been lost or destroyed, 
regardless of whether the original was granted in a State or lederal court and 
regardless of whether it was before or after June 29, 1906. 


An alien admitted to U. Se citizenship after September 27 1906, received 
a certificate of naturalization showing his signature and certain items of de- 
scription (age, height, color of eyes, name and age of wife and children, etce)e 
Certain data as to marital status and children were not included in certificates 
of naturalization after 1922. An alien admitted te citizenship after July l, 
1929, received a certificate of citizenship which also bears a signed photograph 
of the naturalized persone Copies of such certificates (and photographs) are on 
file in the office of the Immigration and Naturalization Service. (See Sec. 1160, 
VoTER’s REGISTRATION AS PROOF.) ; 


Naturalization is a matter of court record and the record is the only 


evidence which is accepted unless it can not be obtained because of its physical 
destruction or for some other valid reasone 


SDSW=-CALIFORNTA~M NUAL bP issued MARGH 10, 19% 








PUBLIC ASSISTANCE PROGRAM CITIZENSHIP 117-39 
117-25 (continued) 117-25 


Personal affidavits may be used as proof of marriage only when reason- 
able effort to secure documentary evidence has been unproductive. The affiant 
must be one who acted as a witness at the marriage ceremony or who otherwise has 
knowledge that the marriage was a fact. The body of the affidavit must clearly 
set forth names of the contracting parties and the specific facts upon which the 
affiant's knowledge of the marriage is basede The affidavit of the spouse of 
the applicant may not be accepted. 


117-30 PROOF OF REPATRIATION 117-30 


Repatriation ofany citizen who has been expatriated shail be established. 
(See Secs. 116-00 10 11670) 


Because of the effect of marriage prior to March 3, 1931, on citizenship 
of women (Sre Stc..115-20, EXPATRIATION BY MARRIAGE), it is necessary to ascertain from 
the woman applicant the dates of all marriages and the nationality of each hus- 
bande When there is ® possibility that a woman citizen lost citizenship, proof 
that she retained or refained it is necessary. 


For the purpose of determining eligibility for OAS, ropatriation of a 
worian citizen whe was expatriated solely by marriage to an alien (Sce Sec. 11-20) is 
established as follows: 


1. If the marriage occurred detween Narch 2, 1907, and September 22, 
1922, and terminated during that period, repatriation is established 
by: 


(a) -Proof of husband's naturalization prior to the termination of 
the marriages; or, 

(bo) Proof of husband's death prior to September 22, 19223 or, 

(c) Proof of couplets divorce prior to September 22, 1922. 


2. If the marriage terminated after September 22, 1922, or, in rare 
instances, was one whose occurrence prior to March 2, 1507, effected 
expatriation, repatriation is established by: 


(a2) Proof of the husband's naturalization prior . to September 22, 
49223 or, 

(bv) Proef of the woman's naturalization after the marriage had ter~ 
minated or after September 22, 19223 or, 

(s) Proof of the husband's death or of the couples divorce together 
with proof that the woman took a formal oath of allegiance be~ 
fore a court exercising naturalization jurisdiction, or, if out- 
side the Ue Se, before a diplomatic or consular officer of the 


Ue Se 


3. If the woman citizen's marriage to an alien has not terminated, re~ 
patriation is established by: 


(a) Proof of the husband's naturalization prior to September 22, 
19223 or, 
(bo) Proof of the womants naturalization after September 22, 1922s 


(Section Continued on Next Pare) 
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117-66 (Continued ) ; 117-66 
to September 22, 1922, were allowed to file on a homestead. Prior to June 6,— 
1912, patents to homesteads were issued to citizens and to those who had declared 
their intention to become citizens. In any case in which a homestead patent was 
granted, a statement from -the General Land Office, Washington, D. C., of the 
proof of citizenship furnished by the homesteader may be obtainable. 


Prior to 1908,the General Land Office did not keep an alphabetical index 
of persons to whom homesteads were issued, 


117-69 SEAMEN'S PAPERS AS PROOF 117-69 


When the naturalization certificate has been lost or the court record of 
naturalization ig known to have been destroyed, citizenship may be established 
by certain seamen's papers.’ | 


The files covering issuance of identification ‘cards to seamen, issued 
during the World War period have been turned over to the U. Se Immigration and 
Naturalization Service and are on file in their local offices. 


Citizen Seamen's identification Cards issued under Section 4588 of the 
U. S. Revised Statutes in pursuance of the Act of May 22, 1918, substantiate the 
applicant's claim to citizenship. Such cards issued to outgoing seamen by a 
customs official and to incoming seamen, by an Immigration Inspector, bear the 
Signature and seal of the issuing officer certifying that the person to whom the 
card was issued had produced satisfactory proof of citizenship. The picture and 
thumbprint of the seaman also appear on these cards. 


There are several other kinds of marine licenses, such as those issued 
to seamen on coastwise or harbor vessels and those issued to mates, masters and 
engineers. As no fixed standard of value can be set for any of them, verification 
of citizenship shall be secured through a court record. In the absence of such 
record, a specific statement from the issuing agency of the citizenship proof 
submitted shall be secured. 


117-72 CIVIL SERVICE RECORDS AS PROOF 117-72 


When the naturalization certificate has been lost and the court record 
of naturalization is known to have been destroyed, the applicant's claim to 
citizenship may be established through Federal, State or loca? civil service 
records. A statement from the proper authority that foreign-born applicants 
were required to present proof of citizenship on or before the date of employment 
under Civil Service may. be obtainable. 


W725 EMPLOYMENT RECORDS AS PROOF © 117-75 


When the naturalization cert¢ficate has been lost and the court record 
of naturalization is known to have been destroyed, it may be possible to estab- 
lish the applicant's claim to citizenship through employment records. Some 
industrial concerns employ only citizens and an official statement from the 
employer of the proof of citizenship presented by the foreign-born employee may 
be obtainable. 


“i778 WITNESS TO APPLICATION FOR CITIZENSHIP AS PROOF 117-78 


If the naturalization certificate has been lost or the court record is 
known to have been destroyed, the fact that a person has acted as witness for 
another person who is applying for citizenship, establishes the citizenship of 
the witness. In the case of a native-born witness, a sworn statement as to 
Native birth is required. A foreign-born citizen who acts as a witness is re- 
quired to present his own certificate of naturalization. 
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PUBLIC ASSISTANCE PROGRAM CITIZENSHIP 117-66 
117-50 PROOF OF CHANGE IN NAME 117-50 


There are occasions in which the name appearing on the certificate of 
naturalization is dissimilar to the name of the applicant. The fact that the 
applicant is the person to whom the certificate of naturalization was issued 
must be established. Proof that the name of the citizen to whom the certificate 
was issued had been changed to that used by the applicant by a court order is 
proof of identity. In the absence of a legal change in mane, other evidence must 
be secured to establish beyond reasonable doubt that the Ee. is the person 
to whom citizenship was granted. 


Variation in the spelling of the name as it appears on a certificate of 
naturalization and asused by the applicant often exists due to use of diminutives 
and to the tendency of naturalized citizens to anglicize their names. When it 
is clear that the name as used is the diminutive or the anglicized spelling of 
the name under which citizenship was granted, the certificate establishes citi- 
-genship of the applicant without further question. 


117-60 VOTER"S REGISTRATION AS PROOF ee - 117-60 


When the naturalization certificate has been lost and the court record 
of naturalization is known to have been destroyed, an early record of registra~ 
tion to vote may assist in establishing. the applicant's claim to citizenship. 
Information regarding the date and place of naturalization of the applicant or 
his parents, if appearing thereon, is considered evidence of citizenship, pro- 
vided the investigation reveals no information which contradicts or casts doubt 
on the citizenship status. 


The record of naturalization for many persons was destroyed in the San 
Francisco Fire of 1906. Voters' registration records for persons who claim to 
have been naturalized in the San Francisco Superior Court prior to 1900, and who 
registered to vote before that year, may appear in the Index to the Great Regis- 
ter of San Francisco voters. The Immigration and Naturalization Service con~ 
siders registration as a San Francisco voter in 1898, or prior thereto, as con- 
clusive proof of a claim to naturalization. 


The Index to the San Francisco Great Register of voters for 1898 and for . 
preceding registration years, is on file in the State Library in Sacramento. 


In Los Angeles and San Francisco counties the index tothe Great Register 
of voters is filed in the office of the registrar of voters. In other counties 
in California the voting registrations are filed in the office of the county 
clerk. The State Library should be consulted only when the records are not avail»: 
able in the county offices. 


117-63 PASSPORTS AS PROOF 117-63 


When the naturalization certificate has been lost and the court record 
of naturalization is known to have been destroyed, a foreign-born applicant's 
claim to citizenship may be established by a U. S. passport issued to him. 
Native-born and foreign-born persons alike,are required to present proof of citi- 
zenshin when making application for a passport. 


117+66 HOMESTEAD PAPERS AS PROOF 117-66 


When the naturalization certificate has been lost and the court record 
of naturalization is known to have been destroyed, it may be possible to estab- 
lish citizenship through homestead records on file in the General Land Office, 
Washington, D. C. Since June 6, 1912, homesteads have been issued to citizens 
only, except that American-born women who lost citizenship through marriage prior 


(Section Continued on Next Page) 
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235-60 VERIFICATION OF HALF-ORPHAN, ADOPTED BY ONE PERSON 235-60 
ANC 


When a child has been adopted by one person such adoption shall be 
verified: 


1. By a certified copy of the court order; or, 


2. By examination of the court order in applicant's possession and com- 
pletion of Summary of Information from Review cf Documentary Evidence 
(Form CA 203); or, 


3. By a statement from the adoption agency (in California the Chil- 
dren's Home Society of California or Native Sons and Native Daugh- 
ters, Central Committee on Homeless Children) giving the date of the 
court order of adoption. (waic 1500, 1560) 


Although the adoption petition, relinquishment, agreement, order and any 
power of attorney and deposition must be filed in the office of the county clerk 
in California counties in which the adoption is completed, these adeption docu- 
ments are not open to inspection by other than the parties to the action and 
their attorneys and the SDSW except upon the written suthority of the judge of 
the Superior Court. (W&IC 1560; CC 227) 


The adoption records on file in the SDSW are confidential and are not 
available to social agencies except upon the written authorization and consent 
of the parent or petitioner. Verification thru the SDSW should be attempted 
after written authority -has been secured only when other sources have been ex- 
hausted. (W&IC 418, 15603 CC 227) 


When an adoption is revoked by the court under Sec. 227b of the Civil 
Code and verification of this fact has been established, eligibility for ANC con- 
tinues since the child is considered as without parents and therefore a whole 
orphan, (See Sec. 192-00, CrassiFiCaTION OF ORPHAN (W.0.)). (W&IC 415603 AGC NS1S00) 


235-65 VERIFICATION IN ABANDONMENT CLASSIFICATION 235-65 
ANC 


There are two methods of establishing eligibility under the abandonment 
classification. (See Sec. 194-00, CLassiFiCATION OF ABANDONED CHILO.) 


When there has been court action declaring child abandoned by both par- 
ents under Sec. 701 (a) of the W&IC, the county shall obtain a certified 
copy of the court order, or the worker may complete Instructions for Summary of 
Information (Form CA 203) summarizing the court record. 


When there has been no court action declaring the child an abandoned ° 
child, the fact that both parents have abandoned the child for one year and that 
their whereabouts are unknown to the administrative authorities at the time of 
avplication shall be established by the following: 


1. Reports of Interviews with relatives. 


2. Detailed report in the case record of circumstances surrounding the 
parents' absence and procedure followed tc locate them. (See Sec, 235-l5, 
VERIFICATION IN HO, WRU, CLASSIFICATION, FOR SOURCES TO GE USED IN EFFORTS TO LOCATE PAR~ 
ENTS.) (WSIC 1500, 1501, 1560) 
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235-50 VERIFICATION OF HALF-ORPHAN, DEPENDENT ILLEGITIMATE 235-50 
CLASSIFICATION 
ANC 


Classification of Half-Orphan, Dependents Illegitimate Child, Sec, 193-20, 
outlines in detail the method of establishing eligibility under this classifi- 
cation. The county record shall contain a detailed statement of circumstances 
concerning parentage and birth of the illegitimate child. If possible, a state- 
ment of the mother and alleged father regarding paternity should be secured. 
Sources listed in Sec. 235-45, HO, WFU Classification, shall be used to locate 
alleged father. A detailed report of steps taken by the county to locate him 
shall be in the case record, When there is a verified undissolved marriage of 
the mother, documentary evidence shall be secured to overcome the presumption of 


legitimacy. (See Sec. 23-25, Purpose oF VERIFICATION OF Divorce.) (W&IC 1501, 1560) 


235-55 VERIFICATION OF HALF-ORPHAN, PARENT COMMITTED TO INSTITUTION 235-55 
CLASSIFICATION - 
AKC 


Eligibility under this classification is established as follows: 


1, When the parent has been committed to a State or Federal hospital or 
prison, the county record shall contain: 


a. Verification from the official records of date of commitment. 
b. A copy of-the county's request for notification by the hospital 
or prison of any change of status. 


2. When a parent has been convicted by a military general court martial 
and: sentenced to a Federal prison or disciplinary barracks, the 
cgunty record shall contain an official copy of the order of the 
military tribunal or other written verification from the military 
authorities. This shall include the date of sentence, 


When the parent is on parole or escape from an institution; the county 
shall attempt to determine the whereabouts and circumstances of the parent, 


‘See Secs. 235-45, HO, WFU Classification, for sources to be used in 
“efforts to locate the. parent, and 193-30, Classification of Half-Orphan 
P.C.I.  (W&IC 1503, 1560) 
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236-00 INSTRUCTIONS FOR SUMMARY OF INFORMATION FROM REVIEW OF 236-00 
DOCUMENTARY EVIDENCE 
OAS” 


Summary of Information from Review of Documentary Evidence (Form Ag 203) 
shall be’ in the county file when the original or certified copies of evidence of 
age, citizenship, or residence are not in the county case record. Important per- 
sonal documents, such as birth, baptismal, marriage, and citizenship certificates 

. are among the documents which ordinarily should remain in’ the applicant's posses~ 
sion. Family Bibles or other genealogical records should be returned to the appli- 
cant after they have been examined and pertinent information recorded on Form 


The pertinent facts to be recorded vary with the type of evidence review- 
ed. In general, the nature of the evidence, date of issuance, and information 
such as age, birth date, birth place, names of contracting parties (in marriage 
records) shown in the documents should be recorded under the appropriate item. 
Under “evidence is in possession of" indicate the location of the evidence at the 
time of review, e.g., “applicant,” "County Clerk's Office,” “applicant's sister, 
Mrs. Hattie Jones, 210 Main Street, Alameda," etc. When one document verifies 
more than one point of eligibility, facts need not be repeated under each item, 
but a cross reference should be made to the item under which. data are recorded. 
The county public assistance worker who reviews the evidence shall sign and date 


the form. 


In California documentary evidence on the following subjects is found in 
the county clerk's office: abandonment, adoption (See Sec. 235-60, VERIFICATION OF HALF 
ORPHAN, ADOPTED BY ONE PERSON), citizenship, divorce, probate proceedings, naturalization, 
voter's registration (except in Los Angeles and San Francisco Counties where 
voter's registrations are filed in the office of the Registrar of Voters), Superior 
Court records, Board of Supervisor's records. 


In California documentary evidence on the following subject is found in 
the county recorder's office: birth, death, marriage, deeds, liens, mortgages, 


transfers of real property. © (WalC 2iho) 
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PUBLIC ASSISTANCE PROGRAM INVESTIGATION AND DECISION 235-95 
235-95 INVESTIGATION OF TRANSPORTATION OF NEEDY CHILDREN OUTSIDE STATE 235-95 
ANC 


A county may claim reimbursement for one half of the total expense neces- 
sarily incurred in effecting transportation of children outside the State, pro- 
vided the children have received, are receiving, or are eligible to receive ANC. 
This may include transportation of parent, of child/children, or of an attendant 
if necessary. 


Evidence shall be submitted to the SDSW that the home to which the child/ 
children are sent is in fact a “proper home." Copies of correspondence from the 
social agency or other authoritative source in the State or county to which the 
children are being sent usually constitutes sufficient proof that the home is a 
proper one. 


An authorization given by a public welfare department in another State 
for the return of the children to that State is not in itself sufficient evi- 
dence of a proper home. Such authorization shall be so worded that it may logi- 
cally be concluded that the agency recognizes its responsibility to care for and 
provide a proper home for the children upon arrival. 


If a child is not receiving ANC at the time such transportation is re- 
quested, his eligibility for such aid shall be established in the usual manner 
as set forth elsewhere in this chapter. It is not necessary to have an Applica- 
tion (Form CA 200) completed. Documentary evidence establishing eligibility 
shall be obtained and a Certificate of Verification of Eligibility (Form CA 201) 
completed with the exception of Secs. 4 (Living Plan), 5A and B (Payee), 7A and B 
(School status), 124 and B, or 13A and B (Assistance Plan), and 15 and 16 (Action 
by the Board of Supervisors). Action by the board of supervisors is not required. 
Documentary evidence establishing eligibility shall be retained in the county 
file. 


The county shall submit to the SDSW with Form CA 201] and the claim forms 
(See SEC. 685200, TRANSPORTATION OF Necoy CHiLDREN CLaims), evidence that the home to which the 
child/children were sent is a proper home. (See Sec. 102=80, TRANSPORTATION oF NeEoY CHIL~ 
DREN Outside StaTE) (WAIC 1560, 1580) 
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. -236=-10 (Continued ) ; 236-10 
3. Data included in evidence such as; 


a. Identifying material (i.e., names of children and parents on 
birth certificate, name of deceased parent on death certificate, 
etc. ); 


b. Specific points of eligibility verified by evidence (i.e., birth 
evidence verifying childs birth in California to establish State 
residence, summary of information relating to parentage with 
special reference to acknowledgment, and dates verifying length 
of residence); 


c. Pertinent dates (i.e., date of letters of guardianship, date of 
death, date of birth). 


Examples of material to be summarized on Form CA 203 from review of court 
records follow: 


Abandonment--Names of parents, name of child, date of abandonment order; 

Presumptive Death--Name of parent, date of presumptive death order 
(names of children if given); . 

Guardianship--Name of guardian, name of child or children, date of 
guardianship award; 

Juvenile Court Order--Name of child, date of court order, section of 
juvenile court law, name of individual awarded care and custody; 

Commitment Orders--Name of parent, date of commitment, name and type of 
institution; 

Divorce Complaint--Names of husband and wife, date of divorce, award of 
custody of children (ce Sec. 234-25, VERIFICATION OF Divorce). 


One Form CA 203 may be used to summarize more than one document or'for 
more than one point. of eligibility (e.g., birth of child and death of parent). 
Each piece of documentary evidence is to be numbered (1), (2), (3), etc. At the 
bottom of Form CA 203, spaces are provided to correspond with the number shown 
for the various documents reviewed. The exact location where the original evi- 
dence may be reviewed shall be indicated, e.g., “Alpine County Recorder's Office," 
not "County Recorder's Office." 


5 When a. Form CA 203 is retained in the county file as verification of a 
point of eligibility, reference shall not be made on the Certificate of Verifi- 
cation of Eligibility (Form CA 201) to Form CA 203, but the nature, date, and 
location of the original documentary evidence shall be recorded. (wait 1560) 
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236-10 INSTRUCTIONS FOR SUMMARY OF INFORMATION FROM REVIEW OF 236-10 
DOCUMENTARY EVIDENCE 
ANC 


The Summary of Infcrmation from Review of Documentary Evidence (Form CA 
203) shall be in the county case record when the original or certified copy of 
documentary evidence, or a statement from an official source is not in the county 
file. Form CA 203 does not summarize all evidence verifying a point of eligi- 
bility but only evidence not available elsewhere in the record. Form CA 203 is 
the signed statement of county public assistance worker that: 


1. The described original documentary evidence has been reviewed; 
2. The pertinent information summarized is contained therein; 


3. The original documentary evidence can be reviewed at a designated 
location. 


Only evidence pertaining to verification of parentage, classification, 
birth and/or residence shall be summarized on this form; e.g., such evidence as: 


1. Documents in applicant's or family's possession (i.e., marriage 
certificates, baptismal certificates, etc.); 


2. Court orders or records (i.e., guardianship, abandonment, adoption 
orders, etc.); 


3. Public or official records (i.e., public assistance records, county 
clerk's records, county recorder's records, county hospital records, 
etc. ); (See Sec. 236200, INSTRUCTIONS FOR SUMMARY OF INFORMATION FROM Review of Document- 
TARY EVIDENCE FOR A LIST OF TYPES OF DOCUMENTS FILED IN THE COUNTY CLERK'S AND COUNTY RE~ 
CORDER’S OFFICE.) 


4, Private social agency records verifying residence or other points of 
eligibility. 


Form CA 203 shall not be used as a substitute for prescribed forms such 
as the Report on Incapacitated Father (Form CA 240) and the Report on Tuberculous 
Father (Form CA 242),Statement of Attendance (Form CA 213), Affidavit of County 
Residence (Form CA 204), Affidavit of State Residence (Form CA 221), or affidavit 
obtained for purpose of verifying points of eligibility, such as affidavit of 
alleged father denying paternity. 


The following data shall be included in the summary of each piece of 
documentary evidence reviewed: 


1. Type or nature of ‘evidence (e.¢., baptismal certificate, certified 
copy of death certificate, etc. ); 


2. Date documentary evidence originally recorded; 


(Section Continued on Next Page) 
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627665 (Continued ) 627-85 


When, however,s supplementel warrant is drawn subsequent to the issuance 
of the first warrant because an additional child becomes eligible during the 
month, the amount subject to Federal matching is computed on the basis of each 
individual warrant, 


EXAMPLE C3 Two CHILDREN ELIGIBLE TO FEDERAL PARTICIPATION ARE RECEIVING ANC AT THE RAYE OF $45 
ON JANUARY 1. THE FAMILY GRANT tS INCREASED TO $56 oN JaNuaRY 04, WHEN ANC 1S APPROVED To 
BEGIN FOR AN ADDITIONAL CHILD OF THE SAME FAMILY WHO 1S ALSO ELIGIBLE TO FEDERAL PARTICIPA] 
TION. THE METHGD OF ARRIVING AT THE TOTAL PAYMENT FOR THE MONTH 1S AS FOLLOWS} 


13 Days @ 345 = = $48.87 
18 cays @ $56 =m 32,54 


freee 


TOTAL BASIS FOR 
st NS STATE PARTICIPATION $51.38 


AT THE BEGINNING OF THE MONTH, ONE WARRANT If DRAWN IN THE AMGUNT OF $U5 FOR THE 
FIRST THO CHILDREN, AND IN THE MIDDLE OF THE MONTH A SUPPLEMENTAL WARRANT IN THE AMOUNT OF 
$6.38 1S ISSUED TO COVER THE INCREASE FOR THE THIRD CHILD. 


THE BASIS FOR FEDERAL PARTICIFAYICN 18 $30 IN THE FIRST WARRANT OF $45 sssuEO FOR 

THE FIFST TWO CHILDREN ano $6.38 IN THE SUPPLEMENTAL WARRANT JSSUED FOR THE ADDITIONAL 

} CHILD, OR A TOTAL OF $36.58 FOR THE THREE CHILDREN, INSTEAD oF $2, (See Case No. tz, Form 
CA 80).)* 


ONE WARRANT iN THE AMOUNT OF $56 Is ISSUED FOR THE NEXT MONTH, IF THE CHILDREN RE» 
noe ELIGIELE FOR THE SAME AMOUNT. THE BASIS FOR FEDERAL PARTICIPATION 98 $42. (WAIL 1553, 
1560; FSSB) 


627-90 TWO OR MORE FAMILY BUDGET UNITS IN ONE HOUSEHOLD 627-90 
ANC 


. When two or more family budget units are maintaining the same household 
and there is a responsible person, as defined in Sec. 628-00, Payees Blig- 
ible Under «Social Security Act, in charge of each femily budget unit who 
receives separate monthly warrants, Federal participation is available in the 
mount of cne-half of the grant up to a maximum of $18 for one eligible child in 
each family,and up to a maximum of $12 for each of the additional eligible chile 
dren in each family. (See Cases Nos. 3 ano 4, Form CA ga1.)* When all of the children in 
a household are in the care and control of one person or the aid for all of the 
children in the household is paid to one person, Federal participation is allowed 
in the amount of one-half the frant up to a maximum of $16 for only one eligibie 
child in the household and up to a maximum of $12 for each additional eligible 
child in the same household. (See case No. 2, Form CA 801.)® (WAIC 1553, 15603 FSS8) 


628-00 PAYEES ELIGIBLE UNDER SOCIAL SECURITY ACT 628-00 
ANC 


Federal participation is available for ANC only when the child or chil- 
dren are living in the home of the person; 


A. To whom the warrant is issued: 
*ixamples of the various types of cases are shown on the sample forms in Sec. 
629-99, County Aid Claim Forms. 
(Section Continued on Next Page) 
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627-80 FEDERAL PARTICIPATION ON CHILDREN BETWEEN AGES OF = =~ —-:(627-80 
16 AND 18 YEARS essd 
ANC 


The Federal Government participates in ANC for children between the ages 
of 16 and 18 years of such children are regularly attending school in accordance 
with rules and regulations of the SDSW, and provided the children are otherwise 
eligible for Federal participatione (See Secse 105-15, Age, ANC Law, 235-15 Veri- 
fication of Requirements for Federal Participation, 235-20, School Attendance as 
Requirement for Federal Participation, and 628-00, Payees, Eligible Under Social 
Security Acte) ‘Federal participation is allowed for: the full month in which the 
sixteenth birthday occurs, even though it has been verified that the child is not 
attending school. (W&IC 1553, 1560; FSSA) 


627-85 FEDERAL PARTICIPATION WHEN AN ADDITIONAL CHILD BECOMES 627-85 
ELIGIBLE FOR AID DURING MONTH 
ANC eae 


Federal participation for the full month is allowed for an additional 
child ofa family receiving ANC for whomiaid is’ approved to begin during the 
month, who meets all Federal requirements of eligibility, provided the grant is 
made in one total amount, one warrant is issued for the entire family group, and 
no separate amount is shown for the additional childe 


EXAMPLE A$ TwO CHILOREN ELIGIGLE FOR FEDERAL PARTICIPATION ARE RECEIVING ALO AT THE RATE OF $40 
ON JANUARY 8, AID 1S APPROVED TO BEGIN ON JANUARY 14 FOR AN ADDITIONAL CHILD OF THE SAME 
FAMILY WHO 0S ALSO ELIGIBLE FOR FEDERAL PARTICIPATION, AID CONTINUES AT THE RATE OF $40 FOR 
THE FAMILY, QNE WARRANT (S$ 1SSUED IN THE AMOUNT OF glo AND THE BASIS FOR FEDERAL PART ICIPA- 
TION FOR THE THREE CHILDREN $s $40, (See CASE NO, 10, Form CA 801, 


EXAMPLE B$ TWO CHILDREN ELIGIBLE FOR FEDERAL PARTICIPATION ARE RECEIVING AID AT THE RATE OF $70 
($60 BASIS FOR STATE PARTICIPATION AND $10 COUNTY SUPPLEMENTAL AID), AN ADDITIONAL CHILD 
BECOMES ELIGIBLE FOR ANC ON JANUARY 13, WHO IS ALSO ELIGIBLE FOR FEDERAL PARTICIPATION, THE 
MONTHLY BASIS FOR STATE PARTICIPATION 1S INCREASED 10 $70 AND ANC 1§ CONTINUED AT THAT RATE, 
ONE WARRANT IN THE AMOUNT OF $70 1S ISSUED. THE BASIS FOR STATE PARTICIPATION FOR THE MONTH 
OF JANUARY 88 $66.13 (COMPUTED AS SHOWN BELOW), AND THE FEDERAL BASIS 1S $42. (SEE CASE NO. 
ti, Form CA 801,)*° 


12 Days @ $60 = = $23.23 
19 DaYs @ $70 = 42.90 


mm, 


- TOTAL BASIS FOR 
STATE PARTICIPATION. $66,183 


*Examples of the various types of cases are showm on the sample forms in Sec. 
629-99, County Aid Claim Formse : 


(Section Continued on Next Page) 
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628-06 CLAIM FOR WARRANTS ISSUED IN LIEU OF CANCELLED WARRANTS 628-06. 
OAS, ANB, APSB, ANC 


When a warrant is issued in lieu of a cancelled warrant, as provided in 
Sece 611-95, Reissuance of Warrants, and the cancellation has been reported, 
Federal Gf eligible to Federal) and State reimbursement may be claimed by report- 
ing the reissued warrant on a supplemental payroll in the same manner as retro- 
active payments are reportede (See Sec. 626-50, SupPLementaL Al CLaims,) Full explanation 
shall be given including the warrant number of the cancelled warrant; also the 
name of payee on the cancelled warrant if the reissued warrant is made payable 
to a person other than the original payee. (waic rl, 1560, 2140, 3075, 3460) 


628-10 ‘STATE AUDIT OF AID CLAIMS : 628-10 
: OAS, ANB, APSB, ANC : 


County aid claims are audited to records in the office of the SDSW and 
“gertified to the State Controller in the amounts for which such aid claims are’ 
approved o : 


County aid claims are allowed according to the authorization in the SDSW 
. files at the time of audite Such authorization shall be forwarded to the SDSW 
immediately and must be received not later than l5days after action by the board 
of supervisors to avoid loss of State and Federal participation in the amounts 
claimed» It is important that there be complete coordination between the county 
welfare department and the county auditor's office, or any other unit which pre- 
pares aid claims, to effect the prompt submission of all necessary documents 
supporting every aid claim, dnd to insure the inclusion of an aid claim for every 
approved case@o (W&IC 1559, 1560, 2140, 2189, 5075, 3087.3, 5¥60, 3482) 


628-20 AID CLAIM CORRECTION 628-20 
OAS, ANB, APSB, ANC 
A claim letter notifies the counties of approval of aid claims or cor- 
rections and changes in amounts made during the aid claim audit by the SDSW. 
The reason for each change or correction is given to assist the counties in cor- 
recting continuing errors and to demonstrate the correct method of computing 
claims 


The county financial records should be reconciled to the claim correction 


letters so that State and county records agreee Questions should be immediately 
taken up with the SDSW. (WaIC 1559, 1560, 2140, 2189, 3075, 3087.3, 3460, 3482) 
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PUBLIC ASSISTANCE PROGRAM FINANCIAL PROCEDURES--COUNTY AID CLAINS 628-05 
628-00 (Continued) 628-00 


Be Whose signature appears either on the Application (Form CA 200), or 
on the Notice of Change (Form CA“ 232)3 


Ce Who bears one of the following degrees of relationship: 


le Father 16. Brother of the half-blood 
2e Adoptive father 17. Brother-in-law 
Se Mother 18. Half-brother-in-law 
42 Adoptive mother 19. Adoptive brother 
5e Grandfather 202 Sister 
6e Grandfather=in-lew (Meaning the él. Sister of the half-blood 
husband by a second marriage of 22e Sister-in-law 
one of the child's natural grand- 23. Half-sister-in-law 
mothers ) 24. Adoptive sister 
7. Great-grandfather 25-2 Step=<brother 
8. Adoptive father of the child's 26e Step=-brother-in-law 
natural parent 27-2 Step-sister 
9. Grandmother 28. Step-sister-in-law 
10. Grand-mother-in-law (meaning 29. Uncle (of the half= or 
the wife by a second marriage whole=blood) 
of one of the child's natural 30. Aunt (of the half- or 
grandfathers ) whole-blood) 
ll. Great-grandmother Sle Uncle-in-law 
12.6 Adoptive mother of a child's 326 Aunt-in-law 
natural parent 33. Great-uncle (including 
13. Step-father (but not his parents) great, great, etce) 
14. Step-mother (but not her parents) 34. Great-aunt (including 
15. Brother great, great, etc.) 


(WalC 1560; FSSB) 


628-05 REPORTING OF CARCELLED AID WARRANTS 628-05 
OAS, ANB, APSB, ANC 


Any warrents for which claims were allowed by the SDSW, and which are 
subsequently cancelled, shall be reported in their respective items on the Aid 
Affidavits (Form Ag, Bl, CA 800, CA 800=BHI). Details shown on the Report of 
Cancelled Warrants (Form Ag, Bl, CA 804) which accompanies each respective claim. 
Current cancellations shall be crossed off the Aid Pay Roll (Form Ag, B1,CA 801, 
CA 801-BHI) and shall not be included in any totals on the aid claimso (See Secs. 
361-33, CANCELLATION OF WARRANTS FOR MONTHS DURING WHICH RECIPIENT WAS INELIGIBLE UNDER SUSPENSION OF GRANT 
PROCEDURE, AND 611-90, CANCELLATION OF AID Warrants.) (W4IC 1560, 2140, 3075, 3460) 
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Form Number 


*Ag 
*Ag 


*ag 


*BlL 
Bl 


*BlL 
*Bl 


¥*Bl 


801H 


802 
802 
803 


804 
805 


807 
808 
809 


200 
201 


202 
203 


204 


206 
215 
216 
217 


218 


221 
225 
227 
228 
230 


Form Index 


Name of Form 


Claim for State Aid for Care of Needy 
Aged Persons in County Hospital .. 
Recapitulation Sheet (After 7/1/43). 
Recapitulation Sheet (Before 7/1/43) . 
Report of Adjustments, s-. 2. « << -s es 


e 


Report of Cancelled Warrants ..... 
Report of Collections. ... . ss se 


Administrative Expense Affidavit ... 
Notice of Repayment. . ..... eee 


Reproduced 


County Report of Estimated Quarterly Ex- 


penditures and Funds Made Available . 


SF ee OS A 


Application for Aid to the Blind... 
Certificate of Verification of Eligi- 
bility. o-8 © @ B 6. °U @ © ‘eo G Be @. 6 
Report of Investigation, ....... 
Summary of Information From Review of 
Documentary Evidence of Age .. 2... 
Applicants Affidavit of Intent as to 
OBL OOULG tlre he. eo op a eae we oe 


Recipient's Affirmation of Eligibility 
Notification of Transfer . ....ce«e 


Affidavit of Residence of a Recipient. -° 


Notification to Recipient who Changes 
County Residence. OE TENSE OK Te ee 
Notice to Recipient of Effective Date 


of Transfer ° e e e e e © Ss e e° e ° 


Affidavit of Residence of Applicant. . 
Statement of Responsible Relative. .. 
Physician's Report of Eye Examination. 


Authorization for Financial Investigatio 


Social Data Record Card. . . 2... ee 


*Obtainable free of charge from SDSW, 





629-99 
629-99 
629-99 
629-99 


629-99 
629-99 


646-99 
674-99 


601-99 


215-99 


250-99 
250-99 


250-99 
250-99 
353-99 
370-99 
370-99 
370-99 
370-99 
250-99 
250-99 
250-99 


250-99 
289-99 


PUBLIC ASSISTANCE PROGRAM 


Instructions 


627-25 
626-00 thru 628-20 
626-50 
671-50 thru 672-50, 
673-75 thru 674-10 
628-05, 628-06 
671-50, 673-00 
thru 674+10 


671-50 thru 674-10 


202-20 


237-50 
236-20 


231-10 
232-05 


352-20 
370-00 


232-10 
234-00 
235~00 


285-00 thru 287-90 


Forms not marked with an asterisk (*) are available from State Bureau of Purchases, 


Supply Department, State Office Bldg, 


SDS W~CALI FORNIA~MANUAL 


No. 1, Sacramento 14, Calif, 
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PUBLIC ASSISTANCE PROGRAM Form Index 


Form Number 


* 


GR 


tek ee REE EE E 


EEE 


*Ap 


21 
200 
200B 
201 
202 
203 
204 
206 
215 
216 
217 
218 
221 
225 
228 
230 
231 
232 
235 
237 
239 
ei 
M512 
800 
800H 


&01 





Forms Reproduced in Manual - Listed by Number 


Name of Form 


Appeal to the SDSW**, .... 2.2 ee 
Application for Old Age Security. .. 


Application by Authorized Representative 


OL MULE CONG: hical gt ag eer ae eee ee 
Certificate of Verification of Eligi- 
NPN ore eg ta ae oh we ogee te ak 
Report of Investigation . .....-. 


Summary of Information from Review of 
Documentary Evidence . . 2... 2 ee 
Affidavit of Intent as to Residence , 
Recipient's Affirmation of Eligibility 
Notification of Transfer. . . . ee 
Affidavit of Residence of a Recipient 


Notice to Recipient Who Changes County 
ROUECORUE Ss: 6 See eee we eee 
Notice to Recipient of Effective Date 
PE COMA Oil eA a ene RUN eee 
Affidavit Regarding Residence of 
NPGS E ORE, se acs ds Xo Ne es 
Statement of Responsible Relative of 
ROO AON sae bk ee Ee 


Authorization for Financial Investigation 


Social Data Record Card .....e.ee 


Certificate of Delivery of Payment of Aid 


Boticé-of Changes so 6S te ee 


Certification of Applicants Release from 


DPCOEO HOEDIGEL isa Sos SW cae 8 OS 
Monthly Statistical Report. « ... 


Notification of Action by Board of 
MEP TIEOP Ce Cnn ote & reas £58. Ss 
Budget Work Sheet .. 4... see 
(Sea -Yorm Ag Oi). ile ole bey ek 8 
BSA; MOTI AO od ae rege Owe 
Affidavit to Accompany Monthly County 
SONNE CAL OA sn > he ks @ Oo ww ee 
Claim for Federal and State Aid... 


*Obtainable free of charge from SDSW, 
**Form Ag 21 is now numbered Form Ag M512, 


e 


Reproduced 


330-99 
215-99 


215~99 
250-99 
250-99 


250-99 
250-99 
353-99 
370-99 
370-99 


370-99 
370-99 


250-99 


250-99 
250-99 


289-99 
612-99 
365-99 
612-99 
569-99 
250-99 
155~26 
629-99 


629-99 
629-99 


Instructions 


202-20 
201-12 
237-10 
236-20 


236-00 
232-05 
352-15 
370-~00 


232-10 
234-00 

285-00 thru 327-90 
610-70 

362-00 thru 362-50 
610-75 

500-00 thru 563-60 
250-10 


626-00 thru 628-20 


627-25 
626-00 thru 628-20 


Forms not marked with an asterisk (*) are available from State Bureau of Purchases, 
Supply Department, State Office Bldg. No, 1, Sacramento 14, Calif. 


SDSW-CALIFORNIA-MANUAL 


IssueD JUNE 1, 3945 





Form.Index . : _PUBLIG ASSISTANCE PROGRAM 


Form Number Name of Form Reproduced Instructions 


CA 34-DFA (See Form CA 805) 


*OA 38 Appeal to SDSW**; 5 56.6 6 ¢ 6 6 6 6 330+99 
CA 200 Application for ANC. 8 c.e 2 be eee 215-99 = 20220 
CA 201 Certificate of Verification of 
Eligibility. . ¢-0.é:6.0.6 6608-6 % 6) 250699 237-75 
CA = 203 Summary of Information from Review of 
Documentary Evidence .; . «6 « 6 « ¢ ¢ 250-99 236-10 
CA 204 Affidavit of County Residence « .< . s 250-99 
CA =. 206 Applicant's Affirmation of Eligibility. %353<99 
CAS Ob5 Statement of Attendance . sss... . 250-99 235-20 
CA 21h Notice of Termination of Attendance . ; 250-99 235-20 
CA 215 Notification of Transfer. ..<: .-¢ .. 370#=99 370-00 
CA 216 Affidavit of County Residence ; ... « 370-99 
CA 2l7 Notification Concerning Change of County _ 
Residence, Sibrew ene te) Hh Ae IG st Ns wl sole OOS 
CA 218 Notification of Effective Date of 
DPR S PRE aba: vded 18 Sa tase: ee Ay 370-99 
CA =. 220 Affidavit Concerning Father's Abaenve: 4 ¢ 250-99 = 235-45 
CA 2a] Affidavit of State Residence. ».s . «+ 250-99 2%2-10 
CA = 2.28 Authorization for Financial Investiga- 


tion EVES O Net te pee! | ge Ve Me ee: Se Heer 250-99 


CA 230 Socidl Data Record Card: «s4.e..ece 289-99 285-00 thru 288-55 
CA 232 Notice of Changes - . 23 6 6 ee 3 ee 365-99 363-00 thru 363-25 
CA 234 Statement Re Non-County Residence . . : 250-99 232.27 
*CA 237 Monthly Statistical Report. ..... + 569-99 500-00 thru 563-00 
CA 8239 Notification of Action by the Board of 
PUPEPVA BORD i ae 6 se Sb ke 6 Se 250-99 250+10 
*CA = oo Report on Incapacitated Father. . ... 196-05 196-00 thru 196-20 
*CA eke Report on Tuberculous Father... .. w 195-05 195-00 
CA M512 (See Form CA 38) 
*CA 800 Aid Affidavit... ......26.44 4. 629-99 626-00 thru 628-20 


*CA 800-BHI Aid Affidavit... 1.46.2... ¢ 4 & 629499 626.00 thir 628-20 
*CA = 800~1 Aid Affidavit... 6. bb ae ee ae 655-99 = 65500 thru 655480 


*Obtainable free of chafge from SDSW; 
**Form CA 38 is now numbered CA M5124 


Forms not marked with an asterisk (*) are available from State Bureatt of Purchases, 
Supply Department, State Office Bldg, No. 1, Sacramento 14, Calif, 
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Form Number Name of Form Reproduced Instructions 


Bl 231 Certificate of Delivery of Payment of Aid 612-99 610~70 
Bl 232 Notice of Change . 2. 2 2 vse 06 © «© © © 365499 362-00 thru 362-50 
“BE 1235 Certification of Applicant's Release 

from State Hospital . . 2 2. «se eo 612-99 610-75 
RE. 237 Monthly Statistical Report ....... 569-99 500-00 thru 563-20 
Bl = =239 Notification of Action by the Board of 

PUPOIVEROLE 66 << a ee a eee eS aaa, 250699.) 25010 


*Bl 24 Plan for Rehabilitation. . 2... 2. © 250-99 233-55 
*Bl M506 Notification to County of Action on 
Physicians Report . 2. «226 ees 250-99 235-00 
*Bl M512 Appeal to the -SPGn oop eo 6 ele 6 ee 89-99 
*Bl M515 Notification to County of Necessity for 
MOOIAMIMSUIOR eee We Wo eS ee 250-99 235-00 
“Bl 800 Aid Affidavit. .. 2. ee eee ewe © © 629499 626-00 thru 628-20 


Bl 801 Claim for Federal and State Aid. .... 629-99 626-00 thru 628-20 
*Bl 802 Recapitulation Sheet ... . 2+ ee 6 « 629-99 626-00 thru 628-20 
Bl 803 Report of Adjustments. . 24 6 «6+ «+ + 62999 671-50 thru 672-50, 
: 673-75 thru 674-10 
Bl 804 Report of Cancelled Warrants... ... 62999 628-05, 628-06 
Bl 805 Report of Collections. ......+.++-+ 629-99 671-50, 673-00 
thru 674-10 


*Bl 807 Administrative Expense Affidavit ,... 646-99 
*Bl 808 Notice of Repayment, . 1... 2 2 6's © «© ©) ©=©674%99 671-50 thru 674-10 


“Bl 809 County Report of Estimated Quarterly Ex- 
penditures and Funds Made Available .. 601-99 


ee ee a eee 


*Obtainable free of charge from SDSW, 


Forms not marked with an asterisk (*) are available from State Bureau of Purchases, 
Supply Department, State Office Bldg. No. 1, Sacramento 14, Calif. 
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Form Number 


DPA 
DPA 


DPA 


DPA 
DPA 
*DPA 
*DPA 


*DPA 


*Gen 


*GR 





fo eR 


NO 


a 


10 


M29 


237 


Form Index 


Name of Form 


Request for OASI Information. ..... 
Inquiry Form for Determining Presumptive 
Eligibility of a Wage-Earner for OASI 
POR OTAOR On ap Aare Ook ear See ek 
Inquiry Form for Determining Bligibility 

of Other Than a Wage~Earner for OASI 
POROTEMS 5p 6.8 se a eRe ee 


TSCe Hiteate se ad 6 we RIO Bee 
Summary of Letters of Guardianship. .. 
Appeal to SDSW as to Responsibility for 
DURBOM Dare tal gS cdl Cah ned Pace <6! 3 
Notice to Applicant who Withdraws 
BOPEICAUED Ra ae ke a we we Se eS 
Monthly Statistical Report on Public 
Assistance Reinvestigations, ..... 


Appeal Withdrawal Form. ........ 


Monthly Statistical Report (General 
Relief). ° e ° e ° e @ ° e a e . o e ° 


*Obtainable free of charge from SDSW 


Reproduced 
250-99 
250-99 
250-99 


250-99 
250-99 


330-99 
250-99 
569-99 


330-99 


569-99 


PUBLIC ASSISTANCE PROGRAM 


Instructions 


235-35 


233-35 


233-35 


236-20, 236-30 
230+60 


330-00 
250-00 


565-00 


56405 thru 564-50 


Forms not matked with an asterisk (*) are available from State Bureau of Purchases, 


Supply Department, State Office Bldg, 


No, 1, Sacramento 14, Calif, 





SDS W-CALIFORNIA~MANUAL 


Issueo JUNE 3, 1945 


ate. 
“uk 





PUBLIC ASSISTANCE PROGRAM Form Index 


_UBLIC ASSISTANCE PROC ES 


Form Number Name of Form Reproduced 
CA = 801 Claim for Federal and State Aid. .... 629-99 
CA  801-BHI Monthly Claim for Children in Boarding 

Homes and Institutions . ....-+-+-+ + 629-99 

*CA  801-I Monthly Claim by Children's Institutions 655-99 

“*CA = 802 Recapitulation Sheet... . +--+ ee 2 + 629-99 
CA 803 Report of Adjustments «2. 6 se 6 2 2 6 © 629-99 
cA g04 Report of Cancelled Warrants. ..... . 62%99 
CA 805 Report of Collections** .. 1... + 0 + 6 62%99 

*CA 807 Administrative Expense Affidavit. .. .. 646-99 

*CA 808 Notice of Repayment .. 2.262 ee ee 674-99 

*CA 809 County Report of Estimated Quarterly Ex- 

penditures and Funds Made Available. . . 601-99 

* OWS 1 Monthly Claim for Federal Grant ..... 800-99 

*CWS 51 Children Accepted for Service . .... . 800-99 

o DFA 42 Employee's Individual Daily Time Record . 646-99 
DFA 4S County Employees Monthly Time Record. . . 646-99 

*DFA 64 Administrative Expense Worksheet for 

Salaries and Wages . 2. se ee ee 2 ye 66499 

*DFA 64a Administrative Expense Worksheet for 

Maintenance, Operation, and Capital 
oS UABAS Ts 25. SR a ego TaN aee le ae ee ak HORE SS 

*DFA  64B Summary of County Employees Paid Less 
Than Full Time Monthly Salary. ..... 646-99 

*DFA 64 Alter-Administrative Expense Worksheet for 
nate Salaries and Wages . 2... 2. ee eee 646499 

*DFA 64A Al- Administrative Expense Worksheet for 

ternate Maintenance, Operation, and Capital 
Gabler. wae ins eo ehe eee we ee NEGF 

*DFA 117 Request for Approval of Expenditures 
for Repairs and Alternations...... 646-99 

*DFA 1ho Claim for Transportation of Needy 

CRTLAY Bie soe WW eden g e- Me, ee OF 


a ee oe me ee ee 


*Obtainable free of charge from SDSW 


**Form CA 805 is now numbered CA 344DFA, and is sold by 
under that number, 





Instructions 


626~00 thru 628-20 


626-00 thru 628-20 
655-00 thru 655-80 
626-00 thru 628-20 
671-50 thru 672-50, 
673-75 thru 674-10 


628-05, 628-06 
671-50, 673-00 
thru 674-10 


671-50 thru 674-10 


800-57 thru 800-85 
800-40 thru 800-55 


the Bureau of Purchases 


Forms not marked with an asterisk (*) are available from State Bureau of Purchases, 


__ Supply Department, State Office Bldg. 
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IN REPLY PLEASE REFER 
TO: 
Dear Mr. Jordan: 


Attached are three cor followings 
effective, made by th 











z regulations, currently 
partment of -“ocial Welfare. 
S.D.S.W. REGULATION BOARDING HOMES NO. 2 
These regulations are filed in accordance with Article 21 of 
Chapter 3 of Title 1 of Part 3 of the Political Cod Ss amended 
628, Statutes of 1941. 
> 
Very sincerely your 
CHARLES M. WOLLEMBER#@ Director 
Department of Socia&* Welfare 
366:b5 
Attachments 
id 
s © pee < 
ae oO iz 
Oa Ave aes 
1a z= a3 
. Cc Le 
> = moO 
Wyo or ts 
Oe eee put 
Oe, <i S ie 
yh ce pi 4 LOK 
< st 





Earl Watren 
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SACRAMENTO 
616 K STREET 


sr STATE OF CALIFORNIA 
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SAN FRANCISCO OFFICE Se eae in the oe of the Secretary of State 
Bi i" eS DIRECTOR of t : . 
jie ange evoees | pe sete F Califor 
Sacramento JUN 8- 1945 


L 
a May 24, 1945 FRANK JORDAN, Secretary of Stata 
° ae 
Assistant ary of State 
S.D.S.W. REGULATION BOARDING HOMES NO. 2 


L_ 20: ACCREDITED AND INSPECTION AGSNCIzS Pc ae 
CHILD PLACING AGENCIES | 
COUNTY WELFARE DEPARTMENTS 


Subject: Application of Standards for 
' Foster Home Care for Children 


The Standards for Foster Home Care for Children, transmitted in S.D.S.W. 
Regulation Boarding Homes No. 1, briefly describe tie characteristics which an 
acceptable foster home should have. Additional exvlanatory information concern- 
ing the application of these standards, the evaluation of foster homes, and 
policy material, is included in this bulletin to supplement the information in 
the standards. 


PROVISIONS OF WELFARE AND INSTITUTIONS CODE 


This section of the standards quotes only those portions of the Welfare and 
Institutions Code of primary interest to the foster mother: namely, the legal 
basis for licensing; the rule making power of the State Department of Social 
Welfare; the duration, renewal, and non-transferability of the license; reports 
and records which foster homes are required to make and maintain; the penalty 
for violation, and vrovision for prosecution. E 


The complete section of the Welfare and Institutions Code pertaining to 
children's foster homes is herewith given in full: 


1620. io person, association, or corporation shall, without 
first having obtained a written license or permit therefor from the 
State Department of Social Welfare or from an inspection service 
approved or accredited by the denartment: 


(a) Maintain or conduct any institution, boarding home, day 
nursery, or other place for the reception or care of children under 
sixteen years of age, nor engaze in the business of receiving or 
caring for such children, nor receive nor care for any such child in 
the absence of its parents or guardian, either with or without com- 
pensation. 


(b) Engage in the finding of homes for children under sixteen 


years of age, or place any such child in any home or other place, 
either for temporary or permanent care or for adoption. 
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1621. The State Department of Social Welfare shall make such 
rules and regulations as it deems best for the gevernment of any 
institution or for the performance of any service specified in 
Section 1620 of this code and the department may, by a member, or any 
duly authorized representative, inspect and examine any such institu- 
tion, home, or place, or the verformance of any such service. 


1622. The State Department of Social Welfare may delegate such 
of its authority as it deems best to an approved and accredited 
inspection service. This service shall be either the health depari- 
ment of a county or other volitical subdivision which maintains at 
least one regularly licensed physician, or a qualified social service 
department, either of which has been approved in writing by the State 
Department. 


1623. A permit or license issued by the State Department of 
Social Welfare or by an approved and accredited inspection service 
shall expire twelve months from its date of issuance. 


1624. Application for renewal of a permit or license shall be 
filed ten days prior to its expiration each year. If the anpli- 
cation is not so filed, the license or permit is automatically 
canceled. 


1625. Permits or licenses may be revoked for cause after a 
hearing before the State Department of Social Welfare or an approved 
and accredited inspection service. Written notice of the time and 
place of such hearing and of the charges made against the holder 
of the permit or license shall be duly served on him not less than 
ten days prior to the time fixed for such hearing. 


1626. Wo license shall be transferred. Neither the location 
of any institution, boarding home, or other place specified in 
Section 1620 of this code nor the place of performance of any service 
specified therein shall be changed without the written consent of 
the State Department of Social Welfare, or of an approved or accreditcd 
inspection service. 


1627. Every holder of a permit or license shall maintain a 
register setting forth the following facts concerning each child 
under the age of sixteen years received or cared for, or placed in 
any home by such license holder: 


(a) Name. 

(b) Last previous address. 

(c) Age. 

(ad) Nearest of kin. 

(e) Mother's maiden name. 

(f) Person responsible for his care and maintenance. 

(g) Such other data as the State Department of Social Welfare 


requires. 


1028. Upon the occurrence of any deaths of children or changes 
in the administrative personnel of any such home, the holder of the 


1 las 


license or permit shell, within forty-eight hours, give written notice 
thereof to the State Department of Social Welfare or to the approved 
and accredited inspection service by which such license or permit was 
issued. 


1629. Any person, association, or corporation that maintains, 
conducts, or, as manager or officer or in any other administrative 
capacity, assists in maintaining or conducting any institution, 
boarding home, or other place or the performance.of any service 
specified in Section 1620 of this code without first having secured 
a license or permit therefor in writing, or refuses to permit or 
interefere with the inspection authorized in Section 1621 of this 
code, is guilty of a misdemeanor. 


1630. The district attorney of every county shall, upon appli- 
cation by the State Department of Social Welfare or its authorized 
representatives, or by an approved and accredited inspection service, 
institute and conduct the prosecution of any action brought for 
the violation within his county of any of the provisions of this 
chapter. 


CLASSIFICATIONS OF FOSTER GARE FOR CHILDREN UNDER WELFARE AND INSTITUTIONS CODE 


The revised Foster Home Care Standards apply to the first three types of 
the following homes: 


1. 


Family Boarding Eomes for Children: 





A boarding home for children is a private family home which accepts for 
twenty-four hour care, with or without compensation, one to six children 
(inclusive) under sixteen years of age, including the children of the foster 
parents. 


Special Goarding Homes for Children: 


A special boarding home for children is a private family home which accents 
for twenty-four hour care, with or without compensation, seven to fifteen 
children (inclusive) under sixteen years of age, including the children of 
the foster parents. 


Foster Family Day Care Homes: 


A foster day care home for children is a private family home which accepts 
for care during the day only, with or without compensation, one to ten 
children (inclusive) under sixteen years of age, including the children of 
the foster family. : 


Parent and Child Homes: (Separate standards are available for parent and 


child homes) 


A parent and child home offers board and room, or only room, to parents with 
their children, including, as a clearly defined part of the service given, 


the care and supervision of the children while the parent is away cither 
at work or elsewhere. 


In the delegation of responsibility for parent child homes to local 
agencies, a differentiation is usually made on the basis of size: 


(a) Parent and child homes accevting children together with their parents 
not exceeding three family units nor more than four children, includ- 
ing those of the applicant under the age of sixteen years; and 


(ov) Parent and child homes with a capacity of more than three family units 
or more than four children, including those of the applicant. 


Certain facilities are not delegated to local agencies but are licensed and 
supervised by the State Department of Social Welfare. These are? 


l. 


Children's Institutions: 


A children's institution is a facility in which sixteen or more children 
under sixteen years of age are received and cared for. Actually some 
facilities caring for less than sixteen children are institutional in 
management (as onposed to a private foster home) and are, therefore, 
classified as children's institutions. The State Department of Social Wel- 
fare has formulated Standards for Children's Institutions in California 
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which are available upon request from the State Department of Social Welfare. 


Day Nurseries: 
A day nursery is a facility which provides care during the day time for 
eleven or more children in a setting which is so organized and administered 
that its service is essentially institutional in character. A day nursery 
may be so classified although the population or capacity is under eleven if 
the sponsors have set up management on an institutional basis with a managing 
board and without the personal relationships of a family home. These 
facilities may be non-profit or commercial in type. The State Department 

of Social Welfare has prepared a booklet Standards for Day Nurseries in 
California which is available upon request. 


Nurseries for Infants Under Two Years of Age: 
For the group care of infants, the Standards for Nurseries for Infants Under 


the duration of the war and six months thereafter only. This booklet is 
also available from the State Devartment of Social Welfare upon request. 


Maternity Homes: 


Maternity homes are subject to the jurisdiction of the State Department 
of Public Health. They are also subject to the jurisdiction of the State 


a 


Denartment of Social Yelfare when such homes provide care in addition to 
medical or hospital care for prospective mothers under sixteen years of 

age, or for the newborn after the mother has been discharged, or if the homes 
engage in child placing. Standards for Maternity Homes have been developed 
by the State Department of Social Welfare. 





5. Child Placing Agencies: 


. 


Private agencies are licensed by the State Department of Social Welfare to 
engage in the finding of homes for children under sixteen years of age, and 
to place children in such homes for temporary care. 


o. Adoption Agencics: 


. 


There are two adoption agencies licensed by the State Department of Social 
Welfare to accept relinquishments of children from parents and to place 
children in homes for adoption. A pamphlet, Adaptation of Adoption Law and 
Procedure, is available through the State Devartment of Social Welfare on 
request. 


APPLICATION OF STANDARDS 


The approval of a foster home is not a simple matter of applying the standards, 
and granting a license to the applicant who meets all of the requirements, and 
denying a license to an applicant who fails to meet any one of them. Instead 
it is a highly skilled process of weighing all factors and evaluating the total 
suitability of the foster parents and the home in terms of the needs common to 
all children, and the special needs of children who require placement. 


From this, it follows that the worker accorded this responsibility in any agency 
must have skill, understanding, and an interest in increasing that understanding 
and skill.. 


Basic to this process is the responsibility of the agency to obtain for children 
the things all children should have as a birthright. These are well summarized 
in "The ABC of Foster Home Care" as follows:. (U.S. Children's Bureau Pub~ 
lication 216) 


1. Security. A feeling of stability, and of belonging and counting for 
something in other lives. 

ea. Family Life. 4 chance to live in a normal family group of differing ages 
without being crushed by numbers; to develop mutual attachments and a 
sense of responsibility for others and for the work of running 2 house- 
hold.. 

3+ Sufficient Nutritious Food. This should be simple, well prepared, end 
adapted to the age of the child. It should be served at regular hours, 
anid attractive surroundings, and eaten at leisure in a cheerful atmos- 
phere. 

es Adequate Shelter. A clean, light, well ventilated, well-kept home, 
proverly heated in winter, with sanitary toilet facilities. The chila 
should have a separate bed and a place in which to keep private vosses~ 
sions and to entertain friends. 

5+ Comfortable Clothing. Clean, whole, attractive garments that fit and 
that are individually owned; sufficient changes for cleanliness; adequate 
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protection against inclement weather. 

6. Health Habits. Individual toilet articles; frequent baths; proper care 
of teeth; regular bedtime and plenty of sleep; abundance of fresh air 
and of pure drinking water; several hours of outdoor play each day; 
definite teaching of health rules and of wholesome, happy, courageous 
attitudes; sensible instruction in sex matters. 

7. Educational Essentials. Attendance at a community school of good 
standards as long as the law requires, and as much longer as the child's 
capacities warrant. Development of each child's fullest capacities 
through high school, commercial, or trade-school training in line with 
special abilities. 

8. Recreation. A safe, clean, roomy place for outdoor and indoor play; 
suitable play material and tools; sympathetic supervision. 

9. Community Life. A part in community group activities and festivities; ° 
opportunity to make friends in natural ways through cntertaining and being 
entertained; normal neighborhood contacts and wholesome association with 
persons of the opposite sex. 

10. Moral and Religious Training. Positive teachings of standards of right 
and wrong aside from measures of discipline; daily contact with adulis 
of sound character and inspiring personality; attendance at religious 
services of the type preferred for each individual case. 


ORIENTATION OF APPLICANTS TO SERVICE AS FOSTER PARENTS 


Prospective foster parents begin their education as foster parents at the appli- 
cation interview. The worker prepares them for the study of the home so they 
will be neither surprised nor mystified. Simultancously with the process of 
exvlanation to the foster parents will go the worker's observation and evaluation 
of them. The worker should tell them about some of the administrative factors 
involved in working with an agency and with parents, and the foster parents should 
begin to understand how their own life experiences, and adjustments to them, are 
related to their ability to care for a foster child. It should be explained to 
them that success as foster parents means creating a family life for the child, 
not only within their own family circle, but also in community life. 


The foster mother, particularly, should begin to receive some insight into the 
relationship she will have with the child's own parents and with the foster child, 
and some insight as to whether she can accept the responsibility which these 
relationships will involve. The foster mother should realize that foster children 
may come from inadequate, insecure, or underprivileged parent2l homes and also 
that they almost always are upset by removal from their own homes. 


The foster parents will need to realize that the licensing agency may continue 
responsibility for the child placed and that a cooverative relationship with the 
licensing agency is essential. The child may also have parents of his own with 
whom his relationship must be strengthened. 


Also, the prospective foster mother should begin to receive some idea of the 
guidance which the agency gives and what other community resources will plsy a 
part in her service as a foster mother; namely, church and recreational groups, 
Parent Teacher Associations, and the health facilities which the community offers. 


LIMITATIONS ON NUMBER OF CHILDRE 


The License will specify the number of children who may be cared for. In accept-— 
ing children for care, the foster mother must keep within the limits of the 
license issued unless she has the prior written aoproval of the licensing agency. 


A foster home is usually licensed for the total number of children who can be 
adequately cared for, though occasionally a foster mother may wish a smaller 
number of children even though she has room for more. 


Approval to Modify License: 


If the home is adequate to care for more than the number for which it is licensed, 
and the foster mother wishes to accept more children before the expiration of her 
license, the accredited agency must give her written permission to do so. Per- 
mission may consist of a letter which modifies the license by allowing an increase 
in the number of children. 


Overcrowding: 


One of the common dangers is overcrowding the home which has given adequate care, 
thus overburdening the foster mother and jeopardizing the adequacy of care given 
all the children. 


When overcrowding does occur, an analysis of the reasons for its occurrence must 
be made: 


1. Are there too few homes available? 


2. Has the overcrowding been caused by more than one agency using the home, 
or by parents and agencies urging the foster mother to accept children 
beyond the limits of the license? 


3. Is the overcrowding due to unwillingness of the foster mother to stay 
within the limitations imposed by her license? 


The steps taken to correct the problem of overcrowding will obviously depend on 
the reasons for its occurrencee Willful and recurrent acceptance by the foster 
mother of more children than she is licensed to care for after discussion of the 
matter with her by the licensing agency may be indicative of personal inadequacy 
or inflexibility which would adversely affect the care given any child vlaced in 
the home. 


Larger Foster Homes: 


Since the foster home in siving either day care or twenty-four hour care is 
primarily a family home, the number of children including the children of the 
foster family under sixteen years of age should not exceed six except with special 
approval of the State Department of Social Welfare of the accredited agency. 


These larger homes may have @ capacity of seven to fifteen children, inclusive, 
for full time care, or seven to ten children, inclusive, for day care. In each 


instance, the children under sixteen of the foster mother's own family are con- 
sidered as part of the number. Sometimes these are larger homes which offer 
specialized care, or the situation usually has other factors which require 

special consideration. A larger number of children places additional burdens 

and makes further demands on the capability of the foster mother which may result 
in inadequate care if the foster mother is not unusually capable. It is, there- 
fore, recommended that the usual home limit capacity to six children. Also, the 
acceptance of a larger number of children might tend to nullify the home-like 
characteristics of the home and make for greater routine, thus tending to approach 
institutional living. 


Licensing of Home for Particular Children: 


Occasionally there may be need to license a home for a particular child only, 
when the home in general would not be considered satisfactory for other children, 
or because the home wishes to care for this child only. Due tothe fact that 
the child had been in the particular home for a long time prior to coming to the 
attention of the agency, it may seem unwise to disturb the living arrangement of 
the child by refusing to license the home. The emotional security of the child 
as weighed against the factors which make the home sub-standard, the possibility 
of improving the care given the child, either in its present home or another 
home, must be carefully considered. The agency might wish to consult the 
representative of the State Department of Social Welfare regarding such cases 
before licensing or recommending a license. 

AGE AND SEX OF CHILDREN 





The license will svecify limitations as to the age and sex of the children who 
may be cared for. The reason for limiting the sex and age of the children is 
obvious since the home may not be equipped to care for children of the opposite 
sex, or may be adeauate for a young child but not an adolescent. ge and sex 

of the children for whom the home is licensed will be determined by consideration 
of the environmental factors affecting the safety and welfare of the children. 


Foster parents will often specify in their applications the age and sex of the 
children for whom they wish to be licensed. This request may be motivated by 
personal preference, which may or may not have been carefully considered by the 
applicants. 


If children of both sexes are to be cared for, the physical limitations of the 

house will often have to be the deciding factor. Sometimes foster parents wish 
a child near the age of their own child. Some foster homes might present par- 

ticular advantages for an adolescent boy or girl; other foster parents might be 
considered adequate for a much younger child, or for an infant. 


The age and sex of the children for whom the home is finally licensed is a matter, 
therefore, which requires careful consideration and mutual discussion between 
foster parents and worker, and may, in many instances, differ from that requested 
on the application form. 


Infant Care in Foster Homes: 


The number of infants who may be cared for in one home is restricted, due to 
the need of infants for individual attention, the difficulty for one person to 
care adequately for many children of that age, and the health dangers present 
in the care of infants in any large number. 


The amount of assistance which the foster mother should have when the number of 
infants exceed two in number, or when there are other older children in the home 
will depend on such factors as these: 


1. Capability and managerial ability or past training and experience of 
the foster mother. Individuals vary greatly in their organizational 
ability and hence some individuals will require less assistance than 
others. Other foster mothers might be registered nurses whose training 
would be a decided asset. 


2. Extent to which certain household routines are shared by others in the 

family. For example, the foster father might, in some instances, be 
regularly assuming responsibility for certain household duties such as 
marketing, laundry, gardening, or even some aspects of cleaning, or 
there may be other adults or even adolescent children who are regularly 
assuming considerable responsibilities for maintaining the home. 


The determination of the need for additional assistance in the home will, there- 
fore, mean thinking through and discussing with the foster mother the pattern 
which will be followed in caring for the children, and maintaining the home. 

The number of children for whom adequate care can be given will be determined by 
the assistance to be regularly available. 


In connection with the foster care of infants, note should de taken of the policy 
recently expressed by the U. S. Children's Bureau. On July 10, 1944, the Child 
ren's Bureau called a conference on the care of children under two years which 
was attended by authorities from the fields of psychiatry, child welfare, child 
health, and child development. This group agreed on the following principles: 


"An infant can develop fully only through 2 relationship of affection with 
his mother (or one person who regularly stands in place of the mother). It 
is only through the cumulative daily detail of small acts making up the 
mother's care, through which the mother exoresses her affection for the 
child, that an infant can develop the capacity to give and receive affection 
so important throughout his life. The effect on infants of groun living in 
which the child is deprived of this relationship, has been seen in slower 
mental development, social ineptness, weakened initiative, and damage to 

the child's capacity in future life to form satisfactory relationships. 


"Although most mothers wish to care for their babies, many mothers go to 
work because of pressures of personal problems and the burden of full re- 
sponsibility for their children when the father is in service. 


1 : . : 
Professional counseling and advisory service is essential so that mothers 
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“nay heave opportunity early in their planning to discuss their situation 


~ 


and. the needs of their children. 


"when some form of care away from the mother for part of the twenty-four 
hours is necessary, foster family day care more nearly meets the infant's 
needs than group care. This form of care provides opportunity for 
'mothering' and for continuance of some of the child's daily routine and 
experiences under conditions similar to those in his own home. It also 
involves less danger of exposure to infection ‘than does group care." 

MENTALLY DEFECTIVE OR EPILEPTIC CHILDREN 
Homes which give care to the mentally defective child, the mentally ill child, 
and the epileptic child, for compensation, are under the jurisdiction of the 
State Devartment of Institutions. 


Spastic children of normal intelligence are not under the jurisdiction of the 
State Department of Institutions, but may be cared for in homes under the juris- 
diction of the State Department of Social Welfare. Special difficulty exists, 
however, in determining the mentality of the spastic child, for whom ordinary 
means of determining intelligence are not applicable. 


No final definition has been worked out as to what constitutes a sub-normal 
child. In general, the distinction should be made on the basis of the child's 
ability to get on satisfactorily with normal children in a regular school room. 
An important criterion should be the social adjustment of the child. A mental 
rating is not the sole basis on which a child is considered sub-normal, as 
children make varying scores in mental tests. Psychometric examinations may be 
requested in borderline cases in order to have sone objective findings on which 
to help base a decision. 


A home licensed for normal children should not give care to normal and mentally 
deficient or epileptic children at the same time. However, there may be instances 
of children from the same family, one of whom may be mentally deficient, where 
the best interests of all the children makes it advisable to keep them together 
in one home, at least on a temporary basis. The Denartment of Institutions has 
jurisdiction over the licensing of homes for the care of the mentally defective 
child. The home could be licensed by the accredited agency of the State Depart 
ment of Social Welfare for the normal children. These are individual case 
decisions, and the accredited agency might wish to discuss such exceptional 
cases with the representative of the State Department of Social Welfare and the 
State Department of Institutions. 


FAMILY CONDITIONS 


Motive for Application: 


The motivating interest in the vrocess of choosing foster homes must always be 
the welfare of the child, rather than the desire of the applicant for a license. 


The worker needs to know about the attitude of applicants for a foster home 


mtO« 


licensee Do the foster mother and father really wish to accept responsibility 
for a child, or an additional child as the case may be, in their family? What 
motivated the anplication? 


Sometimes apolicants may wish to taze children only because of an emotional 
lack or inadequacy in their own lives. For the purpose of foster home care, the 
only safe motive is the desire and satisfaction received in helping children 
attain growth, independence, and self~fulfillment. 


Applicants who desire only children who are good and loving, children who are 
neither noisy nor untidy, or children who can be guaranteed not to have enuresis 
would probably not make acceptable foster parents. 


Sometimes an applicant will state a financial motive has stimulated the applica- 
tion for a licensee When other factors indicate the person understands the ob- 
jectives of the foster care program, and is willing to give the service children 
require, the frankly financial motive need offer no stumbling block. Such an 
applicant should be told, however, that foster home care is not a highly re- 
munerative service. On the other hand, a service is no less an adequate service 
because the individual desires payment for giving it. 


Evaluation of Applicants; 


Much is learned about foster parents in the initial interview; the direct ques- 
tion method, however, is the least likely to reveal important attitudes on the 
part of the applicant. To the skillful boarding home worker, anplicants in the 
first interview give many indications of their integrity, ability to cooperate, 
and the probable flexibility with which they can accept differences in others. 


The evaluation of a foster family requires careful study and usually more than 
one interview with foster parents is necessary to fully determine their capacity 
for the care of children, particularly when twenty-four hour care is to be given. 


A harmonious home life is one of the most fundamental aspects of the foster hone. 
It is spontaneously and unconsciously revealed by such things as tone of voice, 
manner of speaking, the attitudes of husband and wife toward each other, toward 
their own children, and of their children toward one another. Over-—protective- 
ness, defensiveness, or resistance against the worker meeting other members of 
the family might be indications of a lack of family unity or some other situation 
which could adversely affect the care of a foster child. 


Interviewing the Foster Father: : 


Since the objective of foster home placement is to provide a normal home atmos- 
phere for a child who needs a substitute for his own home, the worker needs to 
see the foster father. The foster father's attitude towards acceptance of other 
children into his home as members of his family group is most important. His 
attitude toward the additional work involved is of interest. He will be expected 
to pley the role of a father and, therefore, it is essential to know something of 
his interests, his understanding, and treatment of children. 


ative 





Other Members of the Foster Family: 


Observation of the family group together will give an indication of the relation- 
ship of the various members of the family toward each other. Where there are 
own children, the attitude of the children toward the foster child is likewise 
important. 


These factors apply both to the new foster parents, and to the foster parents re- 
hewing their license. It is of value to know how the foster father feels about 
continuing the license for the care of children after having had the experience. 
His observations regarding the development of the foster child are important in 
the plan for continued care just as is the attitude of the foster mother, 


In the day care home, the foster father, of course, assumes less importance to 
the foster child than in a twenty-four hour care home, 


Completeness of Family: 


The application of a widowed, permanently separated, divorced or unmarried woman 
for a license needs to be carefully considered, and in general, the State Depart- 
ment of Social Welfare has hesitated to recommend a license in such instances. 
A child's reactions and social relationships in adult life are greatly determined 
by his experiences in the inter-relationships of family life as a child, and 
proper development is more assured when a child has had two parents. Many of 
the children who must be placed in foster homes come from homes which have been 
broken either through death or some other tragedy, and every effort should be 
made to place children in a home which will correspond to a normal family. Of 
course, there may be exceptions to this rule. There are homes in which there 
is only one parent, and in which the child has developed normally and well. 
However, where such exceptions are made, they should be made with the child's 
total welfare in mind and after all factors have been carefully considered. 

a 
During war time with the attendant increase in need for foster home care, this 
situation will need to be realistically met, because many children in their own 
homes will likewise be deprived of their father's care and supervision. 


The completeness of a family is not as important in day care since the child may 
return to a complete parental home each night. 


Age of Foster Parents: 


It is de.irable that the foster parents be of an age comparable to that of 
natural parents--neither too young to undertake the care of an adolescent child 
nor too old to care for the young child. Age in most instances directly affects 
the vitality, interest, understanding, and capability of foster parents. Other 
considerations must outweigh these factors in licensing the home where the foster 
parents are either very young or are beyond the age when they would customarily 
be undertaking the care of children. 


Education, Interest, and Temperament: 


It is not required that foster parents meet any particular standard of formal 


-l2- 











































































































education, but foster parents should be literate, able to help children with 
their lessons, have sufficient cultural and educational background to fulfill 
the ordinary demands of modern living and be able to impart to the child the 
upbringing necessary to help him take his rightful place in the community. - 


Foster parents must be emotionally stable, and as indicated above, happy in 
their own family life and able to cope with the everyday problems of living in 
an effective and resourceful manner. Interest in the child and his development 
toward independence must be the motivating factor rather than self-interest. 
Foster parents must be emotionally mature enough to allow a child freedom of 
choice, and able to give a child constructive affection. 


PHYSICAL AND MENTAL HEALTH 


The study and evaluation of the home should include careful consideration of the 
health of members of the family. The foster family must be free from disease 
which may be transmissible to the children and from physical conditions and 
emotional instability which would affect the care of children. Such physical 
conditions include heart disease, hyperthyroidism, hypertension, epilepsy, 
fainting spells, skeletal defects or deformities and marked defects of vision 
or hearing. It is desirable that all members of the foster family and any other 
child caring personnel have annual medical examinations, including chest X-rays. 
This is a public health matter, designed to protect the foster child, but is also 
of value to the foster family. In some instances, medical releases might be 
obtained for a check with the family physician where there is recent history of 
medical care. Where local facilities are available, some agencies may wish to 
consult with the local health officer regarding the possibility of health exami- 
nations of applicants and members of the family through the local health depart- 
ment. In most areas the local Tuberculosis Associations will be able to provide 
X-rays. Some families may wish to secure such medical check-ups through their 
own family physician. 


Standards require that there be no mentally defective or incompetent persons, 
either child or adult; in the family or household. The reason for this is 
obvious since the presence of a mentally defective or incompetent person may 
constitute a hazard for the foster child. 


PARTICIPATION IN COMMUNITY LIVING 


The relationships of the foster family in the community in the matter of making 
and keeping friends, holding employment, and generally getting along with others 
is important in the life of the foster child since the foster parents are expected 
to make it possible for the child to participate in the social and recreational 
life of the community appropriate to his age. 


The recreational and social activities in most communities are bound up with 
church and the school. Participation of a child in church activities suitable 
to his age is important. Participation in social activities in and out of 
church and school, and in group activities such as +H clubs, Boy Scouts, Girl 
Scouts, etc., is desirable, " 
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Religious Training? 


Sometimes the religion of the foster home is designated on the license. This 
information may; however, be recorded elsewhere, Such indication if made on the 
license; is not intended as a limitation but as a guide in making placements 
since the religious training the child will receive is of particular importance 

at placement. In religions where medical care or diet are involved, this designa~ 
tion is also important for placement. 


Placements should be made in homes of the same religious faith as the child... 
Where this is not possible, foster parents should provide children with cppor- 
tunity for the religious training which the parent or person responsible for 
the placement desires. 


The religious classification of the foster home is based ordinarily on the 
designation which the foster parents make to this question on the application 
form. The usual classifications are Protestant, Catholic, Jewish, Seventh Day 
Adventist, ‘or Christian Scientist. 


Occasionally the two foster parents may be of dis-similar religious faith. In 
such instances the use of the home in the placement of children will need to be 
determined by the willingness of the foster parents to provide opportunity for 
the religious education desired for the foster child. 


In dey care, the responsibility for religious training remains largely with the 
child's own family, but the foster mother will need to be aware of the religious 
background of the child accepted for care as far as religious observations, holi- 
days, diet, etc., and the bearing which religious faith has on medical care. 


ECONOMIC STATUS OF FOSTER HOMES 


It is unwise to license a foster home in which the only source of income is public 
assistance, unless there is some outstanding reason for making an exception, The 
income is usually too marginal in such cases. 


In some applications, the subject of finances may be a very important one to 

be carefully scrutinized and even verified where there is reason to believe the 
family income may be too meager or the family expenses so great that a foster 
child would not have proper care. The question of when to make a detailed in- 
vestigation of the family finances is a case work matter involving the boarding 
home worker's judgment. 


COMBINATION OF SERVICES 
Combination of Foster Care: 
Both twenty-four hour care and day care are specialized services and should not 
be combined with each other or with the care of parents in residence with their 
children, or with the care of the aged. 
It is the exceptional foster mother who is equipped to give two tipes of service 


since the requirements of sleeping space, the aspects of household management, 
and the responsibilities in giving diverse types of service are too great. 
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A family home should also retain its character‘as a home to the child under care, 
and the presence of day care children, or parents and children, would tend to 
remove that characteristic so essential for the child deprived of his own home. 


A health hazard likewise exists in the acceptance of day care children into a 
home giving twenty-four hour care. 


Adult Roomers and Boarders: 


The reason for not approving a combination of services for children with the 
keeping of adult doarders and roomers is likewise obvious. The home loses its 
essential and most important characteristic as a family home. The coming and 
going of boarders and roomers constitutes an uncontrollable element in the 
environment of the foster child which may constitute both a health and moral 
hazard. However, there may be instances where a person not related to the 
foster family has boarded or roomed in the household over a long period of time 
when an exception to this rule may be made. 


EMPLOYMENT OF FOSTER MOTHER 


The foster mother should not be employed outside of her own home, Employment, 
even on & part-time basis, might reflect adversely on the care given the foster 
child because of the drain on the foster mother's time and energy and the corre- 
sponding need to crowd household duties into the time not employed. There may 
be, however, the unusual exception where the foster mother may be employed on a 
part-time basis during the time when the child is in school where such activity 
in no way would affect the adequacy of care given, nor the interest of the 
foster mother in the child 


Boarding Homes Operated to Increase School Enrollment: 


It has long been the policy of the State Department of Social Welfare to deny 
a license to teachers who are boarding children in order to increase school 
enrollment, 


This is a situation found most frequently in isolated rural districts, ene: the 
teacher, in applying for the position, has promised to bring with her enough 
children to keep a small school open. The dangers inherent in such a situation 
are obvious. 


First: The motive for boarding the children is not an interest in the 
welfare of the children themselves. They are usually chosen because of 
their age and availability. 


Second: The care which can be given is always questionable. Housing is 
often inadequate--it is frequently difficult to find a house to rent in the 
districts in question, The income is usually insufficient, since the teacher 
is ordinarily forced to offer a free home in order to obtain children, and 
her salary is not large enough to support several children in addition to 
herself. Also, the teacher must of necessity be away from the home for a 
good part of the day, and is unable to give her attention to the care and 
supervision of the children, so that both training and home-making suffer. 
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Third: There is always a question regarding medical care: In illness 


where the child is unable to attend school, there is no one in the home 
to care for him, 





Fourth: There is some question as to the advisability of having a foster 
mother who is also the teachér. There will almost certainly be confusion 
in the child's mind as to the relationship. 


Occasionally persons already living in rural districts plan to board children 

in order to increase school enrollment, In such instances, we believe that each 
case should be considered on its own merit. Where the home appears to be a good 
one, offering advantages to a child, and where there seems to be a genuine 
interest in children, it may be advisable to license even though one motive is 
that of increesing school enrollment. However, even in those cases where the 
home appears good, the total situation should be taken into account, and it is 
wise to discuss the case with the superintendent of schools and any other persons 
who may be interested from a community standpoint. 


County superintendents of schools are also interested in this problem, They are 
interested in raising the standard of the schools in their counties, and the prob- 
lem of boarding children to keep a marginal school open may be more expensive to 
& county than taking the children in that district to another school by bus. It 
may not be possible to maintain the same quality of education in such schools. 


‘ABSENCE OF THE FOSTER MOTHER FROM THE HOME 


One of the matters to be carefully discussed with prospective foster parents is 
the provision they will make for caring for children during the unavoidable short 
periods of absence which occur in most normal homes. In any unusual absence, the 
foster mother should be instructed to consult with the licensing or child placing 
agency so that proper arrangements for the care of the child may be devised. 


USE OF REFERENCES 


Personal interviews with referencés, either the ones given by the applicant or 
others suggested by the study of the home, are desirnble. Sometimes the non- 
return of a written request for a reference may be significant and a personal 
follow-up to a written reply may also be desirable, Clearance of registrations 
obtained through Social Service Exchange should be made, 


In general, the velue of a reference is to corroborate and give assurance to the 
worker that the impressions gathered: through a thorough and careful evaluation of 
the home are reasonably sound, They are, therefore, but one additional indication 
for the worker and an aid in reaching a decision, Under no circumstances do 
favorable reference reports make a thorough study of the home:unnecessary. 


As in all investigations, the possibility of prejudice for or-against the appli- 
cant on the part of the reference should not be overlocked, References frequently 
are unfamiliar with the foster care program, its requirements and objectives. 
Sometimes it is found that references when personally invervViewed state frankly 
that they tried to say the thing which wotld hélp the applicant secure the license 
and have either disregarded or been noncommittal concerning matters which would 
definitely affect the care of any child in the home, 
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COMMUNITY AND HOUSING 


Location of Home: 


In the choice of rural homes, consideration should be given to the availability 
of the home for medical care, visits from parents, and licensing agency, and the 
opportunities for children to associate with other children, and participate in 
community activities. Where older children are concerned, the availability of 
educational facilities may also be a factor, 


The Home: 


The Standards of Foster Home Care state that homes should conform to the State 
Housing Act. 


The State Housing Act sets up differing requirements for various buildings, 
depending upon the occupancy and date of construction. The requirements for 
dwellings in the Housing Code are not operative in unincorporated areas, and 
the requirements for certain other kinds of building in unincorporated areas 
Imay or may not include the foster home. The term "dwelling" as used in the 
Housing Code has a technical meaning, and all boarding homes may not be classi- 
fied as dwellings. 


Because of these technicalities, the cubic air content of sleeping rooms as given 
in the Standards has been selected as a guide for sleeping rooms for twenty—four 

hour care (basis is Section 16052, 17705 and 17706, State Housing Act), and some 

flexibility may need to govern its application. 


In a problem situation where capacity is a point at issue between the licensing 
agency and the applicant, reliance should be placed on the decision of the build- 
ing inspector who may be called upon for assistance. When there is a local build- 
ing inspector available, he may be consulted; where there is no local person 
available, request for assistance may be addressed to the State Housing Division, 
Division of Immigration and Housing, California Building, 515 Van Ness Avenue, 

San Francisco 2, California; or 505 State Building, Los Angeles 12, California. 


In day care, the rooms used for napping must have adequate ventilation though 
no specific cubic air content is set up. Floor space in rooms used for napping 
must be sufficient to maintain three feet between beds, 


The enforcement of the State Housing Act having to do with constructions, recon- 
struction, moving, conversion or alteration, rests with the local building in- 
spector who issues building permits in incorporated areas, and with the local 
health officer as far as maintenance and sanitation, 


In unincorporated areas where there is a county building inspector (Los Angeles, 
Orange, San Diego, San Mateo, Marin, and Solano counties have county building 
inspectors), it is his duty to enforce the construction, etc., provisions of the 
housing law, and it is a duty of the county health department to enforce mainten- 
ance and sanitation. 


Some cities and counties have adopted the Uniform Building Code which is a code 
prepared and distributed by the Pacific Coast Building Officials Conference and 


_-17- 


which governs the structural and engineering aspects of buildings, generally. 
It has been adopted and is in effect in Los Angeles,Orange, Solano, Marin, and 
parts of Stanislaus county. 


Prevailing Community Standards of Housing: 


It is recognized that in some areas all available housing in the community may 
be sub-standard due to an acute housing inadequacy, climatic conditions, or other 
reasons. In such instances, a realistic modification of the housing requirements 
as stated in the standards may be necessary in order to secure licensed foster 
homes. However, no home should be licensed where life or health hazards exist. 


Sleeping Arrangements: 


Sleeping arrangements should make provision for privacy. Children over the age 
of five years of the opposite sex should not share bedrooms, and children should 
not sleep in the same room with an adult. The difference in hours of retire- 
ment and consequent disturbances of sleep make the sharing of a sleeping room 
with an adult undesirable. Infants probably should not continue to sleep in 

the same room with foster parents after one year of age. 


No foster child shall sleep in a detached building, unfinished attic, stair 
hall, or room commonly used for other than sleeping purposes, and an own-child 
should not be displaced and made to occupy such sleeping quarters becavse of the 
presence of a foster child. 


A home should be licensed only for the number of children who can be accommodated 
in individual beds. Under emergency conditions and for a temporary period only, 
older children (not infants) of the same sex of the same family may occupy a 
double bed in order that the family need not be separated. However, this 
arrangement may be allowed only when there are no health, behavior, or other 
reasons which would make this undesirable. Health reasons make the use of double 
beds for children undesirable, and this is just as true for siblings as for un- 
related children. Beds should be three feet apart for health reasons. 


In day care, the beds used by members of the family should not be used for naps. 
Clean covers on the bed used by members of the family would suffice only if the 
foster mother can be trusted to take all possible health precautions. Each child 
must have his own bedding which is not used by any other person. 


Bunk Beds: : 


In general, the use of bunk beds for the care of children should be discouraged 
for safety, convenience, and health reasons. 


An additional hazard exists for the child in an upper bunk in case of fire, 
and for children who are restless or apt to walk in their sleep,. or who are 
subject to enuresis, an upper bunk is undesirable. Care of a sick child in an 
upper bunk is difficult. 


In addition to inconvenience to the foster mother in making and caring for the 


upper bed, bunk beds would tend to increase the care and responsibility of a 
foster mother when insecure, emotionally disturbed, or very small children are 
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cared for. 


An additional reason for the disayproval of bunk beds had been the tendency to 
overcrowd bedrooms because of the saving of floor space made possible by using 
beds placed in tiers. 


The Social Welfare Board anproved the following policy on 3-22-45 with respect 
to the use of bunk beds in children's foster homes: 


“No Bunk beds with more than two tiers shall be used, under any circun- 
stances, for the care of children by any child care facility. Two 
tier bunk beds shall be allowed only when the following requirements 


are mets 

(1) In dormitories ceiling must be sixteen feet in height: 

(2) Beds must be so constructed and equipped as to offer comfort, 
sanitation, and convenience. 

(3) There must de sufficient ventilation. 

(4) Children under eight years of age may occupy only a lower bunk." 


A dormitory is defined (Section 15013, Health and Safety Code) as any bedroom 
occupied by more than two persons. The sixteen foot ceiling height provision 

in dormitories where bun: beds are used is contained in Section 17154 of the 1943 
Eealth and Safety Code. 


Fire Safety: 


See other material previously issued regarding fire safety, the types of homes, 
and procedure to be used in referral to the State Fire Marshal. 


Fireplaces and open-faced heaters must be protected by screens so that children 
will not be burned. All gas heaters must be vented end installed with permanent 
connections. 


Other Aspects of Home Safety: 


Measures should be taken which will insure the protection of children from home 
accidents. If small rugs are used, pads should be placed under the rugs in 
order to prevent slipping. Fish ponds are never advisable where babies or other 
young children are cared for. Hlectrical appliances must be kept in good order 
as further precaution against accidents.. Handrails should be on stairs if used 
by young children... Brooms, sweepers,. mops, and boxes for children's toys must 
be adequately stored when not in use. 


Disinfectants, cleaning solutions, and poisons, must be stored in such a manner 
that the children do not have access to thom. 


Housekeeping: 
The home should be clean, reasonable orderly, have @ home-like atmosphere, and give 
evidence of comfortable use. In a home where there are no children, the attitude 


of the foster mother towards the Cisarranging activities of her friend's children 
when visiting in the home, will give some indication of her probable attitude and 
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flexibility in the care of foster children. 


The foster child should have adequate space for his clothing and personal belong- 
ings and some olace of his own to use and sare for. 


Such things as adequate provision for care of foods, regularity of meals, customary 
diet, and methods of preparation of foods should be ascertained. 


DIET 


The State Department of Social Welfare furnishes, free of charge, leaflets regard- 
ing food needs of children of various ages. Zvery foster mother should be supplied 
with the material pertaining to the age of the children she cares for. 


Milk Supply: 


Pasteurized milk should be used if available. In communities where pasteurized 
milk is unavailable, the milk should be from a sources tested and found free from 
bovine tuberculosis and undulant fever. In contrast to the bovine tuberculosis 
control program, there is at present no program of control through the State De- 
partment of Agriculture to protect cattle from undulent fever. Goats are also 
extremely susceptible to undulant fever, or Malta fever. 


In addition, because milk may become contaminated and a source of infection of 
other diseases, milk should be pasteurized. Freedom from tuberculosis and undulant 
fever is not an alternative to pasteurization of milk. 


The State Department of Public Health has given the following instructions for 
home pasteurization of milk patterned after instructions issued by the New York 
State Department of Health. These instructions are available in separate leaflets 
so that they may be given to foster parents who do not have commercially pasteur- 
ized milk available. 


™!. Plece cold or warm water in the bottom or outer section of double boiler 
or other deep container. 


"2, Pour the raw milk in the inner section of the double boiler, put the inner 
section into the outer container and place over a burner. Do not. apply 
direct heat to the milk. 


"3, Place a clean thermometer in the milk and stir gently and continuously 
with a clean spoon. Watch the thermometer and heat the milk quickly to 
at least 160° Fahrenheit. 


th, As goon as the thermometer reads 160° F., remove the milk container and 
dump the hot water from the outer container. 


"5, Fill the outer section with cold water or ice in water and replace the 
inner section into the outer section in order to cool milk rapidly to 
50° F. or lower. 


"6. Place the cooled milk in the refrigerator. If the pasteurized milk is 


transferred to the raw nilk bottle or to another container, be absolutely 
sure to scald such bottle or container with boiling water. 


- =20— 


"If you do not have a satisfactory thermometer, do not guess at the temperature 
but be sure to boil all raw milk before it is used.” 


Home Canned Foods: 


The suggestion is made that foster parents who home can fruits and vegetables 
secure information from the Extension Division of the University of California 
{or their local home demonstration agent) concerning safe and acceptable methods 
of home canning. 


The State Department of Health has called attention to the dangers of eating im- 
properly home-canned foods because of the danger of Botulism, a highly fatal 
poison which may germinate in the airless interior of a sealed can or jar. House~ 
wives who have the use of a steam pressure cooker and who have the technical know- 
ledge concerning proper temperatures and the period of heating required for dif- 
ferent foods and different containers may use this method of canning with safety. 


Many people believe that Botulism is only caused by eating home-canned string beans 
and olives. This is not true, since cases reported by the State Department of 
Health have involved thirty-two kinds of food, including eighteen vegetables, six 
different meats and cheeses, three kinds of fish, and five varieties of fruit. 
Home-canned vegetables, meat or fish should not be eaten even in tiny amounts, with- 
out boiling the food for at least fifteen minutes after removing it fromthe con- 
tainer. 


HEALTH AND MEDICAL CARE 


Foster parents accepting private placements from parents, or placements from 
agencies, should be instructed to request that each child have a physical examin- 
ation prior to admission to the home. This procedure is a protection to foster 
parents, to other children in the home, and furnishes the basis for intelligent 
follow-up care. It is desirable to have a health clearance or written statement 
from the physician which includes specific instructions by the physician or clinic 
regarding the care or continued medical supervision of the child. 


Many communities may have facilities for immunization and vaccination available 
through the local health department who may be consulted regarding this, as well 
as physical examinations for children where care through a private physician is 
not given. Infants in foster homes should be under continuous health supervision. 
The local health facilities may provide well baby clinics or the infant should 
have care by a private physician. 


The foster mother needs to obtain from the agency or parent, specific information 
as to whom is to be notified in the event of illness, and what arrangements are 

to be made for continuing medical care, and the medical and surgical care which 
might be necessary in an emergency. Foster parents may be supplied with copies of 
form CI 13 (obtainable through the State Department of Social Welfare) which is a 
Parent's Signed Consent for Bmergency Medical and Surgical Care. Signature of 

the parent should be secured on this form if for any reason the parent is not to be 
immediately available at all times. This form reads as follows: 
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By ete 9 Re , hereby give my consent to to call a physician 
for medical or surgical care for my child, ; » Should an emergency 
arise where such service is indicated. 

It is understood that a conscientious effort must be made to notify me or 
my ; before such action is taken - but if it» is impossible to locate 
me or my spouse — the expense of this service will be accepted by me. 





Signed 


Date 


eee ener 


Witness 





The foster mother should make provision for separating children when several 
children are. cared for, and a child shows signs of illness. This is essential 
until the nature of the illness has been determined, or until the child is over the 
infectious stage of his illness.’ 


HOME DUTIES AND WORK HOMES 


Children shall not be required to do work other than simple home duties which do 
not interfere with school, health, and necessary recreation. These tasks would 
include the assistance a boy or girl would normally render in his own home, and 
the training a child would thus receive in the care and maintenance of the house, 
garden, livestock, etc. 


it is recognized that sometimes children between fourteen and sixteen years of 

age are earning their maintenance in a boarding home. Such homes require a license 
under the Welfare and Institutions Code if the child is under sixteen. A work 
permit is required from the School Devartment before such a child may be employed. 
Such a permit is issued by the school after the parent or guardian appears before 
school officials empowered to issue permite. 


For the minor under sixteen who has been issued a permit to work, there is no pro- 
tection as to hours and wages in domestic or agricultural work under the Education 
Code or Labor Code. The Education Code protects the minor over fourteen who has 
a work permit by stating he may work outside of school hours only for a period 
which when added to required hours of school attendance, does not exceed cight 
hours. However, agriculture and domestic work are exempted from this provision 
by the Labor Code. Minors under sixteen may not be employed in certain dangerous 
occupations (Article 2, Labor Code). 


Knowledge concerning the existence of work homes may best be obtained from the 
school. It is possible that as information is gathered concerning existent work 
homes that standards in addition to those already set forth for foster home care 
will be required to protect the child in the working home. 


DISCIPLINE 


Corporal punishment may not ve administered by any foster parents even though the 
child's parent may have given consent.. Foster parents should consult the licensing 
or child placing agency for assistance in problems of behavior in children. ‘The 
methods to be used in disciplining a child should be carefully discussed with the 
foster parents since the attitude of the foster parents plays an important part in 
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the behavior of the child. If the foster. parents are consistent and reasonable 

in their requests, give explanation for changes, offer the child dual choice and 
keep promises, the child will usually respond in an acceptable manners The foster 
parent who demonstrates sincerity, reliability and a genuine interest and affection 
for the child, can contribute greatly toward influencing a child toward acceptable 
behavior. i 


In attempting to secure a change in the child's attitude towards the rights of 
others, it may be necessary to deny special privileges, but the child must never 
be deprived of his meals or have applied any measure which brings humiliation to 
him before other children. Punishment motivated by anger, and revenge besides 
offering no constructive help to the child may arouse in him greater insecurity 
and life-long antagonism to authority. 


KEEPING RECORDS 


Failure on the part of foster parents to maintain records after instruction and 
assistance in maintaining such records has been given, may be an indication of the 
character of the foster parents. It is easily understood how a busy housewife 
might see no particular reason for the requirement or might be neglectful. The 
first instance of a child abandoned br his varents would make her aware of tie 
necessity of keeping records. 


ADVERTISING 


Explanation to editors of newspapers concerning the foster home program, and the 
legal basis for licensing, will help secure their cooperation in asking advertisers 
to show their licenses before an advertisement for child care is published. Ref- 
erral of such requests by the newspaper to the licensing agency may also bring to 
attention good prospective foster homes which could be licensed. 
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Hon. Frank M. Jordan 


Secretary of State 
Room 109, State Capitol 


Sacramento, California 
IN REPLY PLEASE REFER 


TO: 


Dear Mr. Jordan: 


Attached are three copies of the following regulations, currently 
effective, made by the State Department of Social Welfare. 


S.D.S.W. REGULATION BOARDING HOMES NO. 3 


These regulations are filed in accordance with Article 21 of 
Chapter 3 of Title 1 of Part 3 of the Political Code as amended 


by Chapter 628, Statutes of 1941. 


Very sincerely yours, 


a Oe | 
' CHARLES M. WOLLENBERG, Director 
Department of Social Welfare 
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‘ MAIN OFFICE EARL WARREN 
SACRAMENTO GovEeRNoR 


616 K Streer 
STATE OF CALIFORNIA 
LOS ANGELES OFFICE - 
WASHINGTON 8106. DEPARTMENT OF SOCIAL WELFARE 


31! South Spring STREET 
CHARLES M. WOLLENBERG 


SAN FRANCISCO OFFICE Oprecror 
Oavio Hewes Bios. 
995 Marxer StREET Sacramento 


June 13, 1945 


$.D.S.W. REGULATION BOARDING HOMES NO. 3 


TO: ACCREDITED AND INSPECTION AGENCIES 
CHILD PLACING AGENCIES 
COUNTY WELFARE DEPARTMENTS 


Subject: Nutrition Leaflets and Instructions 
for Home Pasteurization of Milk 


Children's Foster Homes 
Attached are copies of the following leaflets: 
l. Child Care in Foster Homes - Day Care Food Standards May 1945 
2, Child Care in Foster Homes - Food for Young Children Revised May 1945 
3. Food Pattern for the Adolescent 


These leaflets are designed for the use of the foster mother giving day 
care, for the 24-hour home caring for the young child, and the home caring for the 
adolescent. When the foster home is licensed, the leaflet appropriate to the care 
given by the home should be supplied to the foster mother by the accredited agency. 
For inspection agency homes, the State Department of Social Welfare will enclose the 
appropriate leaflet when the license is sent to the foster mother. 


Aged Boarding Homes 


The leaflet General Suggestions for Food for Aged Persons, also attached, 
should likewise be supplied by accredited agencies to the aged boarding home oper=- 
ator, and will be enclosed with the license by the State Department of Social Wel- 
fare for inspection agency homes. 


Instructions for Home Pasteurization of Milk (attached) 


In communities where pasteurized milk is unavailable, foster mothers 
and operators should be supplied with the instructions for pasteurization of milk. 


Supplies 
Supplies of the above five informational leaflets are available, without 


cost, from the State Department of Social Welfare, 616 K Street, Sacramento. 


Very sincerely yours, 


Cn. wer g 
CHARLES M. WOLLENBERG, Director 


5 Attachments Department of Social Welfare 
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Supper 


Vegetables or cream soup 

or eggs, or cheese 

Milk to drink 

Toast or bread and margarine 
Dessert 


In a bulletin written by Miriam Lowenberg for the Children Bureau, 
entitled "Food for Young Children in Group Care," Bureau Publication 285, on 
Page 2, are the follewing suggestions which mey be useful to the foster 


parents’ 
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Expect children to eat. Remember that they readily sense the 
attitude that the adults who eat with them show toward their 
food. 

Remember that each child is an individual. Do not expect all 
the children, eren of the same age, to have the same tastes in 
food, nor to eat the same amounts. 

See that each child is seated comfortably. 

Prepare foods ao that they are attractive to the children and 
not too difficult for them to manage. 

Serve small portions, and second helpings when needed. Remember 
that portions that are too large discourage a child from eating. 
Provide dishes and utensils that are suitable for small hands. 
Try to have a cheerful and happy atmosphere at mealtime. 
Eucourage interesting and pleasant table conversation among 
children who are old enough to be able to eat well and to talk 
at the same time. Talking about personal likes and dislikes 
for food should be discouraged. The foods themselves, and 
where they come from, are usually interesting for children to 
talk about. 

Prepare for spilling and other messy eating by providing bibs 
and table protectors. Don't expect little children to eat as 
skillfully as adults. 

Remember that courtesy at the table is not dependent on "thank 
you" and "please". Do not expect adult politeness of little 
children. If they are with adults who are innately courteous, 
they will pick up socially acceptable manners after they have 
mastered the difficult task of feeding themselves. But do not 
expect them to do both at once. 

See that the children get enough rest and relaxation, so that 
they will not be tired at mealtime." 


Some children will be older than the pre~school age group in the day care 
home, and these older children will need a mid-afternoon snack on returning 
from school, with larger servings than the pre-school child receives. 
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Y CARE FOOD STANDARDS 


Many children cared for in foster homes which are licensed for day care 
will be children of pre-school age, i.e., 2 to 5 years. The food needed by 
the child at the day home must depend on what he gets at home, and the 
foster mother should discuss this with the child's parents. Some children 
will arrive at the day home without breakfast and provision must be made to 
provide this meal for these children. 


A good daily food plan for pre-school children should includes 
5 to 4 cups of milk taken as drink or combined with other foods. 
1 egg plus an occasional serving of meat, cheese, or mild fish. 


Beans or peas or lentils can occasionally be given to young chil- 
dren if cooked until soft and mashed or put through a sieve. 


Vegetables: Dark green leafy or yellow 
Potato 
Raw vegetable. If given to very young children should 
be chopped fine. Can be served in sandwiches. 


Fruits: Citrus. I.e., orange, grapefruit, or lemon, or tomato 
juice every day. Other fruits as apples, prunes, 
pears, apricots, etc. 


Cereal and Bread: Whole grain or enriched variety. 
Brown rice occasionally. 


Fats and Sweets: Pre-school children need about three to four tea- 
spoons of fat per day. Can be butter or fortified 
vegetable margarine. 


Small amounts of sweet foods to round out the 
diet. 


Vitamin D preparation-~As fish liver oil 


These foods can be combined in the following menu pattern: 


Breakfast Mid-Morning Lunch 
Cereal of whole grain or enriched variety Fruit juice--as orange, 
Milk to drink and on cereal grapefruit, tomato juice 
Toast and margarine or butter Vitamin D preparation 


(if child has not re- 
ceived at home) 


Dinner at Noon Mid-Afternoon Lunch 
Main dish of eggs, meat, cheese, fish Milk or Fruit 

or poultry 

Potato Cookie or cracker or 
Other vegetable--occasionally raw small sandwich 


Dessert--As pudding, fruit, ice cream 
Milk to drink 


not cover his energy outgo unless such concentrated foods as butter, eggs, 
cheese, fats, cream, marmalade, cookies and peanut butter are added to his main 
diet of vegetables, milk, fruit, and cereals. A child who seems too thin during 
the adolescent years is frequently underfed and particular attention should be 
given to his nutritutional needs. 


It has been emphasized that the young child should be provided with an 
adequate amount of wholesome food, simply prepared and attractively served. It 
is important to note, however, that nourishing and attractive food need not 
mean expensive food. The suggestions which follow are made with a view to 
supplying adequate nourishment for the child at a minimum cost. 

THE DAILY DIET 
Each day each child needs: 
MILK: One quart. 


BREAD: Whole-grain bread with each meal. However, the child should not be 
allowed to eat more bread in place of needed quantities of other foods. 


CEREALS: One serving of whole-grain cereal, preferably home cooked. 
BUTTER OR FORTIFIED MARGARINE: With each meal. 

CITRUS FRUIT JUICE OR TOMATO JUICE: One serving. 

FRUIT--OTHER THAN FRUIT JUICH: One serving. 

POTATOES: One or two servings. 

OTHER VEGETABLES: Two servings-~one green vegetable and one other. 
EGGS: Four or five eggs a week. 

MEAT; One serving not less than four times a week. 

SUGARS: One or two small servings (simple desserts only). 


SELECTION OF FOODS FOR THE YOUNG CHILD OF SCHOOL AGE 


Good Morning ! 


In order to wake up refreshed, the child should have gone to bed early 
(before seven-thirty p.m.) and to assure a good appetite for breakfast, he should 
have slept in fresh cool air. Upon rising he should drink a glass of water. 

The morning schedule must not be hurried. Allow plenty of time for dressing, 
eating, brushing teeth, and going to the toilet after breakfast. A good break- 
fast eaten at leisure will aid digestion and elimination and keep the child 
from becoming tired and restless at school. 


Breakfast 
“~Fruit, fruit juice, or tomato juice. Oranges or orange juice; cooked 
fruits such as prunes, apple sauce, apricots, baked banana; or mild 
fresh fruits in season providing they are ripe-~-as apples, peaches, 
apricots, pears, plums, bananas, etc. 


= Duo 


io 
tu 
{o3 
is 
by 
i 
ie 
ox 
ti 
wa 


CHILD & 


i> 


RE ib f 
FOOD FOR YOUNG CHILDREN* 


(Revised May, 1945, rescinds material of same title revised May, 1944) 


fhe homemaker assuming responsibility for a foster child will find it very 
important to give consideration to the child's nutritional needs. The food he 
eats must furnish him with material for growth and development and supply energy 
for his ceaseless activity. The healthy child provided with the right kinds 
and quantities of food grows normally, has straight and sturdy legs, and weighs 
the right amount for his build, height and years. His teeth are sound, his hair 
glossy, and his skin clear. He is alert, bright-eyed, and active, and has a 
good appetite for his meals. 


fo be wholesome, the child's diet should be simple--that is, retain the 
natural flavors of the foods prepared, and avoid rich seasonings, sauces, or 
excessive use of fats. Por a child a baked potato is better than a fried one; 
a custard better than a piece of pie with rich crust. By careful planning, hew- 
ever, the homemaker need not do extra cooking for the child. The foods most 
wholesome for the child are also wholesome for the adults; and in cases where 
the adults wish their food more highly seasoned, the child's portion may be re- 
moved before the seasonings are added. Or the child's custard or pudding may 
be taken from the filling to be used in making a pie for the adults. Fruit may 
always be substituted for a dessert not suitable for the child. 


Much has been written in books, pamphlets, and articles to guide the care- 
taker in providing a well~balanced diet, and in serving attractive meals. Many 
publications are available at little or no cost, and additional material in 
bibliography form and bulletins may be secured from the licensing agency. 


Since eating habits play a significant part in a child's life, it must be 
the responsibility of the caretaker to see that meals are served with regularity 
and that the food is of good quality. Attention should be given to making the 
meals attractive as well as nourishing. Three meals a day with the food needs 
divided fairly evenly are satisfactory for most children. In general, eating 
between meals is a bad practice since it tends to dull the appetite for regular 
meals. If extra food is needed for a very active, rapidly growing child, it 
should be given at a definite time not too near the regular meal hour. Orange 
juice, or other fruit, a small sandwich or cookie, and glass of milk might be 
served. 


A child living with adults who are light eaters is frequently quite unin- 
tenticnally underfed. However, underfeeding is more commonly due to & lack of 
understanding that a child's digestive tract is too small to take care of the 
large amounts of food necessary for energy and growth unless a considerable part 
of what he eats is of concentrated foods. This is particularly true for an 
active boy from thirteen to fifteen years old. He may eat all he can and still 


*Adapted and extended from: 


Food for Children. U.S. Dept. of Agri. Farmers! Bull. No. 1674. Wash. D.C. 1931. 
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Foundations of Nutrition, The. M.S. Rose. MacMillan, N.Y. 3rd Ed. 1938. 
Nutrition Work with Children. Lydia J. Roberts. U. of Chicago Press, Rev. 1938. 


Sliced tomatoes Baked beans or bean loaf 


Ground raw carrot & raisin Cottage cheese & jam or nuts 
Shredded cabbage and carrot Peanut butter (moisten with milk) 
Cabbage, apple and bacon with: raisins, jelly, bananas, 
Meat loaf, liver or salmon loaf or chopped prunes 

Salmon and lettuce Egg & chopped onion or grated cheese 


~Desserts. Fresh or cooked fruit; custard or milk pudding; fruit gelatin; 
occasionally oatmeal, molasses or fruit cookies; gingerbread; or cake. 


The Evening Meal 

The evening meal must be a simple one since the child's bedtime is near. 
The meal will be based on the balance of the "Daily Diet" requirements (Page 2) 
not eaten at breakfast and lunch. Foods eaten earlier in the day should not 
be repeated. In general, the evening meal will consist of: 


~Meat, fish, egezs, or cheese. (Depending on what has been used in the 
other two meals). 


~Potato and one other verctable. 
~Fruit or pudding. 


“Milk. Amount necessary to complete the day's requirement of one quart. 
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-Whole-grain cereal with milk. Rolled oats, yellow cornmeal, cracked 
wheat, wheat germ cereals, brown rice, or dark Farina. <A warm cereal 
dish may consist of a cooked cereal with cold milk, or a ready~to~sat 
cereal with warm milk. 

-Whole-grain bread or toast with butter or fortified margarine. 


“Milk. During cold weather warm milk, or occasionally weak cocoa. may be 
served. 


-Egg. Occasionally, or it may be served at lunch or evening meal. 


Lunch at Home 








Lunch should be ready when the child comes from school so that he may 
have plenty of time for eating. He is to go back to school and use his brain; 
hence too little food may cause him to tire before the afternoon is over. On 
the other hand, too heavy a lunch may cause dullness or sleepiness. If the 
child comes home to lunch (or if a hot lunch is eaten at the school cafeteria), 
it may consist of: 


-Milk. As a drink; a milk and vegetable soup; or sometimes a milk pudding. 


~Main dish. Baked potato with egg; a little meat; fish; ground meat with 
a vegetable, rice or noodles; a cheese dish; stew; or scalloped dish. 





~Vegetable. Some cooked or raw vegetable. Salads are appetizing. Chil-~ 
dren often enjoy raw carrot or celery sticks (slender pieces of the 
raw vegetable, sliced lengthwise and served cold). 


~Bread with Vitamin A rich fat as margarine or butter. Whole wheat, 


cracked wheat, graham, oatmeal, rye, raisin nut, corn bread, white 
and brown breads are acceptable. 


-Simple dessert. Stewed or fresh fruit; milk pudding or custard; or a 
Plain cookie or cake. 


The Lunch Box 





Attention should be given to putting up an attractive, appetizing lunch. 
Since dry bread is not appetizing, sandwiches should be carefully wrapped in 
wax paper. The lunch should vary from day to day and the homemaker will find 
this little hardship if she will plan the child's lunch a day ahead, utilising 
some of the foods from the home meals. This will be a means of economy also. 
In general, a good lunch may include milk--or a hot soup made with milk-~ 
carried in a clean thermos bottle, sandwiches, and a dessert. Sometimes a 
salad, a cold left-over, or cooked fruit may be carried in a glass or paper 
container. 


“Sandwiches. Add variety by using different breads from those mentioned 
above. Plain sandwich fillings which are highly nourishing are? 
Sliced or ground meats, egg, cheegs¢, and peanut butter. Delicious 
and nourishing also are fillings made from such combinations as the 
following: 


~3~ 


During adolescence some children have an insistent craving for sweets 
and begin "piecing between meals" with the candy bar habit. This is 

often a contributing factor to the "pimply" condition of the skin so 

often seen in adolescence. A lump of sugar or a small piece of hard 

candy: midway between meals need not-be-at all injurious and may, for: 

children with fatigue, be temporarily beneficial. 


. Healthy active children need a fairly concentrated diet in order to take on the 
amount: of.fuel needed for their activities, . Large amowits of fluids should'not be 
permitted with meals as it is possible to overstrain the stomach muscles by too 
great distension which, in turn, may cause one to be: ee uncomfortable 
as to be uneasy, fidgety, or restless. 
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The period of adolescence begins about the twelfth year and continues for about ten 
years. During this time growth is extremely rapid, not only the skeletal structure, 
but also the muscle and connective tissue to cover the bone. 


The growing boy and girl will probably need more food during this period than at any 
other time during their life span. Boys will use more than girls, as their activities 
are usually more strenuous than those of the girls. Special attention must be paid 
to the teeth during this period of rapid calcification and the diet should be rich in 
minerals and vitamins. 


The food pattern for adolescent boys and girls is very similar to that of the younger 
boy and girl, except that larger servings are allowed and more concentrated foods 
such as peanut butter, jams, and cheese must be added to the diet to make up the 
extra energy needed for the excess activity and rapid growth. 

I. MILK - Quart a day, if the family budget will support this. This need not be 
all fresh milk, as some canned milk or dried milk can be used in cook- 
ing. Remember that we use milk for the nutrients that are in milk, as 
the calcium and phosphorus for bones and teeth, as well as a supply of 
protein, and some vitamins A and D. 


II. CEREALS AND BREADSTUFFS - Use a variety of breadstuffs; different kinds of 
flour -- the whole grain variety unless you can purchase the new 
"enriched" flour with extra vitamins 5, and calcium and iron salts 
added. Never allow a hot soft bread as hotcakes or waffles to con- 
stitute the main dish of a meal. An occasional serving of these may 
follow the fruit juice, milk, and cereal. 


III. FRUITS — Two or more servings per day -~ one rich in vitamin 0, such as citrus 
fruits. 


IV. VEGETABLES - Two or more servings per day -- one of potatoes, and one of. 
green leafy or yellow vegetables for iron and vitamin A. 


Vv. EGGS - One a day if it can be afforded. The iron in the egg yolk is easily 
assimilated by the body, and adolescent girls especially need a good 
supply of iron. 


VI. BUTTER OR FORTIFIED VEGETALLE MaRGsARINE - At every meal for the fat content 
and for vitamin aA. 


VII. MEaT aND FISH ~ One serving a day, or at least every other day. These con- 
tain protein and iron to build muscle tissue. Use liver once a week 
as it is inexpensive, and is a good source of protein, iron, and 
vitamins A and Riboflavin. Dark meat in poultry has more Riboflavin © 
than the light meat. 


VIII. SWEETS ~- For extra fuel value. Simole puddings, ice creams, sherber’ -, 
cookies, sponce cakes or cup cakes are to.be preferred to pastries 
and the rich "sods Yountain" sweets. ; 
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FOOD ELEMENTS 


Proteins: Protein is very important, as every tissue and fluid in the body ne sels 
-and,uses it. There are many kinds of protcin in the foods we eat, such as milk, 
cheese, eggs, meat,. and fish. Some grains such as oats, wheat, and legumos— 
peas and benans—also furnish protein, but not the sane kind as that. from aninal 
sources, and cannot be: completely substituted for then. 


Fats: a Padatian! crean, lard, oil, and ies. are generally classified as fets, Sone 
~~ fats contain vitamins which are necessary to the body, such as Vitamin A in 
butter or fortified HEREBEADS Vitamin D in fish olis, Almost all foods con— 
tain some fat. large quantities of fat are undesirable since they may cause 
loss of appetite vids nausea. 


Carbohydrates: Potatoos, rice, flours, veretebles, an@ fruits are usually classi- 
fied under carbohydrates along with sugars, since they’ contain either starches 
or sugar, but are indispensable, not because of carbohydrates, but becruse of 
minerals and vitamins “Fe 


Minerals: Calcium, phosphorus, and iron are required in large amounts than many 
other minerals, such as manganese, zinc, copper, alumimui, etc. Some are present 
in most foods, Milk and cheese are especinlly zood sources of petotan and 
phosphorus, green vegetables of iron, 


Vitamins: Vitamins are nutritive elewonts needed to nourish the body properly. 
Eggs, liver, green leafy vegetobles, yellow vege taoles, fruits, and whole grain 
cereals ave especially rich in vitamins, 


To set these into a Duly Meal Plan whe following list will be of value: 
THE DAILY DIET ~ In gmeral, we may say that the diet should include daily: 


Milk: One pint to one quart. 

Egesi: At least one every other day, plus some used in cooking. 

Tomatoes or Citrus Fruit: One serving. 

Vegetables: Two or more servings—one of POELOEE, and preferably two of other 
_ Vegetables. 

Meat or Fish: One small serving. 

Cereal: One serving every morning. 

Bread: At every meal-—proferably whole weet varicty. 

Sweets and Fats: In moderate amount. 


Breakfast 
One of the following oy 
Fruit juice, such as’orange or tometo juice... 
Fresh fruit, such as strawberries, or helons if seasou, 

Stewed frnit, such as prunes, apricots, apple SURCE, or baked apple, 
One of the following: . Ys ne 
Whole cooked cereal, such as Whaat grain cereals, or rolled oats. 

Shredded wheat with hot milk. 2 Se 
Cornmeal cooked in milk, : 
Eggs - occasionally -— poached, coddled, soft—-voiled, or scranbled, 

Toast or muffins with butter or fortified marrorine. 
One of the following beverages: 
Milk, cocoa, tea, or coffee, 


GENERAL SUGGESTIONS FOR FOOD FOR AGED PERSONS 


In making suggestions for food for aged people, one should keep ‘in mind :that most 
of these people are in what may be called the sedentary occupation ¢lass. There- 
forey. the basic caloric requirement is lower ‘than bi cesaai of ppt aly engaged adults. 


Foods selected should be simple and seetiy digested. and of sufficient variety to 
provide a well-balanced. diet, Many elderly people have had their teeth removed 
and wear dentures, which make chewing such foods «s corn on the cob almost im- 
possible, Borries, because of seeds, and nuts, Pennies of texture, are difficult 
to chew for.people wearing plates. 


Menus should be chosen with regard to the season of the year, and the foods served 
in an attractive manner. 


Wholesome, attractive food need not. be expensive. . A large varioty of appetizing, 
nourishing dishes may be prepared at low cost, provided the foods arg: well chosen, 
and the buying is wisely done, aa ae ae 


The National Nutrition Council has divided food into seven basic groups. Hach 
group is important for one or more nutrient which is. needed every day by the human 
body for heat, energy, and building or err tissue. ae seven food ke BEONDE 
are listed below? lar 


Group No. eee od Foods 
1 GREEN AND YELLOW VEGETABLES «- 


some raw-~some cooked, frozen, or canned, 


2 ORANGES, TOMATOES, GRAPEFRUIT 
.or raw cabbage or salad greens. 


3 POTATOES AND OTHER VEGETABLES AND FRUITS 
baw: dti.d, "cooked ,.:2ro gens or canned. 


ays: | MILK-AND MILK PRODUOTS. ae 
fluid, evaporated, dried mils, or SNORHON y 


5 MEAT, POULTRY, FISH, OR EGGS — 
~Oorveariedt Toney PAGE eee -or peanut cenit 


6 BREAD, FLOUR, AND CEREALS 
natural whole grain—or enriched or restored, 


7 BUTTER AND FORTIFIED MARGARINE : 
(with Vitamin A added). 


In salah to $Ee basic 1, ony cther ade wanted, 


These seven groups are mactaeeniekicts of the food: clenents which are “necessary for 
good nutrition. These food elements are? 
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Noon Meal (Heaviest of the day) One of ench of the following: 

Ments: roasts of becf, lamb, liver loaf, escalloped beef patties, meat loaf 
with tomatoe sauce, stows, or pot roasts, Vory little fried ments 
should be eaten. 

Potatoes! Baked, mashed, riced, or boiled. 

Vegetables: Preforably one green leafy vegetable, such ns spinnch, chard, or 
lottuce; and carrots, dects, parsnips, squash, artichokes, egg plant, 
or bean sprouts. 

Dessert: Stewed fruit, puddings of all kinds, simple cakes, cookios, or ginger 
broad. Golatin puddings, floating island custards, icc cream, brow 
betty with prunes or apples, or tapioca pudding, 


Supper (The ovening meal should contain at least one hot dish, as it has been 
found that elderly poople can digest their food better if some of the food is 
warn and appetizing to induce a flow of gastric juice.) 

Soup: Clear Consommes, cream soups, or vegetable chowders. Split pea or 
lima bean soup, rathor than navy or chile beans cooked with pork, 

One of the following: Creamed dishes, such as salmon, tuna, or dried bdeof; 
cheese souffle, tomatoes end cheese omelet, etc.; spanish rice or 
macaroni and cheose; spinach with stuffod oggs. 

Salad: Cottaze cheese salad, raisins, prunos, carrots, vecetables, nixed 
fruits—row or stewed, 


These genoral suggestions nre not for those persons who require special dicts. 
Certain discases require special foods and these should be siven only on a doctor's 
recommendation, 


It is well to remember when planning menls for aged that the food patterns in age 
are set and fixed by long years of habit. The appetite too is often pervorse, and 
while tho elderly person may have insisted upon being sorved certain foods, whon 
these aro placed before him his appetite has vanished and ho cannot choke down a 
mouthful, 


State Department of Social Welfare 
November, 1943 


INSTRUCTIONS FOR HOME PASTEURIZATION OF MILK* 


1. Place cold or warm water in the bottom or outer section of 
double boiler or other deep container. 


2. Pour the raw milk in the inner section of the double boiler, 
put the inner section into the outer container and place over 
a burner. Do not apply direct heat to the milk. 


3. Place a clean thermometer in the milk and stir gently and 
continuously with a clean spoon. Watch the thermometer and 
heat the milk quickly to at least 160° Fahrenheit. 


4, As soon as the thermometer reads 1600 F, remove the milk con- 
tainer and dump the hot water from the outer container. 


5. Fill the outer section with cold water or ice in water and 
replace the inner section into the outer section in order to 
cool the milk rapidly to 50° F. or lower. 


6. Place the cooled milk in the refrigerator. If the pasteurized 
milk is transferred to the raw milk bottle or to another con- 
tainer, be absolutely sure to scald such bottle or container 
with boiling water. 


If you do not have a satisfactory thermometer, do not guess at the 
temperature but be sure to boil all raw milk before it is used. 


*Acknowledgment is made to the California State Department of Public 
Health and to the New York State Department of Health. 


State Department of Social Welfare 
June 1945 


